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THIS   IS  A  TRAINING   CLASS 


•  ■     If  you   do   not  understand   that  which 
is   being  taught,   ask   for  clarification. 

•  •   -If  we  do   not   impart  our  knowledge 
to  you,   each   of  us   is  wasting  valuable 
time. 


Much  of  the  material  included  in  this  training 
text  has  been  taken  from  Volume  II  of  the 
Montana  Operations  Manual  (Statewide 
Budgeting  and  Accounting  System).  The 
material  is  valid  at  a  point  in  time  and  should 
not  be  used  as  a  permanent  reference  source. 
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STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 


TRAINING      CLASS 


PART  ONE:    GENERAL  PRINCIPLES  OF   DOUBLE-ENTRY  ACCOUNTING 

•  INTRODUCTION 

•  THE  "HISTORY"  OF  ACCOUNTING 


INTRODUCTION 


It  is  the  objective  of  this  part  of  the  training  class  to  introduce  the  fundamental  tenets 
of  accounting  to  those  basically  unfamiliar  with  the  art.  The  presentation  has  been  designed  to 
"get  the  point  across"  rather  than  being  overly  concerned  with  technicalities.  For  a  more 
technical  presentation,  reference  should  be  made  to  any  standard  textbook  on  commercial  or 
governmental  accounting. 

The  Statewide  Budgeting  and  Accounting  System  (SBAS)  was  initially  implemented 
July  1,  1972.  Since  that  time  there  has  been  a  continuing  attempt  to  make  improvements  to 
the  basic  System.  However,  certain  enhancements  were  not  possible  with  the  limited  resources 
available. 

During  the  1977  legislative  session,  various  parties  expressed  certain  concerns  about  the 
SBAS  and  made  several  suggestions  as  to  how  the  system  might  be  modified  to  better  serve 
the  agencies  needs.  As  a  result,  the  Forty-Fifth  Legislature  mandated  that  a  SBAS  Upgrade 
Project  be  conducted  to  provide  those  enhancements  to  the  system. 

The  Interagency  Task  Force,  created  to  determine  these  enhancements  deemed  most 
desirable,  formulated  the  following  goals: 

►  Reduce  the  workload  required  to  input  data 

►  Produce  management  information  in  an  improved  format 

►  Produce  financial  information  on  a  more  timely  basis 

►  Reduce  the  error/rejection  rate 

►  Enhance  agency  flexibility  in  utilizing  SBAS 

The  methodologies  necessary  to  achieve  those  goals  have  been  designed  and  will  be 
implemented  effective  July  1,  1978.  The  System  is  now  affectionately*    referred  to  as  SBAS  II. 
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THE    "HISTORY" (1)  OF    ACCOUNTING 

"In  the  beginning,"   it  was  sufficient  for  the  entrepreneur  to  keep  track  of  his 
financial  affairs  without  resorting  to  a  process  of  physical  recordation — he  kept  track  of 
what  he  owned  and  owed   in  his  head.     However,  as  the  world  grew  more  complex,  the 
mental     recordation  process     proved  inadequate  and  it,  was  necessary  to  develop  a  more 
permanent  technique  for  keeping  track  of  fiscal   matters. 

To  begin  the  developmental  process,  the  businessman  accurately  deduced  that  he 
would  be  concerned  only  with  his  financial  activities.  Hence  the  first  "accounting  entity" 
was  created. 

Although  complexities  were  indeed  setting-in,  the  demands  were  still  such  that  it 
was  necessary  to  establish  only  one  factor  to  record  the  businessman's  financial  activities. 
He  referred  to  this     factor     as  a  control  account  and  labeled  same  "assets." 

In  the  one  asset  control  account  would  be  recorded  all  transactions  that  increased 
his  worth  and  all  transactions  that  decreased  his  worth.       The  difference  would   be 
referred  to  as  "equity." 

The  general   ledger  control  account  probably    appeared  as  follows:  G) 


ASSETS 

TRANSACTION   DESCRIPTION 

INCREASES 

DECREASES 

BALANCE 

Cash  Received 
Cash  Paid  Out 

$100 

$60 

$100 
$  40 

Soon,  however,  the  businessman  recognized  the  need  for  more  sophistication.     He 
was  frequently  asked  to  provide  information  separately  stating  that  which  he  owned;  that 
which  he  owed;  and  the  difference  between  the  two  (and  grew  tired  of  the  process  of 
analyzing  the  one  control  account  to  make  the  required  determinations).   So  he  established 
two  more  control  accounts:   liabilities  and  equity.     He  referred  to  the  three  control  accounts 
as  his  "books"  or  "general   ledger." 

With  three  control  accounts  in  the  System,  a  slight  modification  was  required  in 
his  transaction  posting  technique.     To  communicate  with  his  "bookkeeper"   (the  person  who 
actually  recorded  the  data  that  his  business  generated),  the  businessman  created 
two  terms:   "debit"  and  "credit." 

With  reference  to  a  control  account's  balance,  a  debit  would  indicate  that  which  he 
owned   (assets)  and  a  credit  would  indicate  that  which  he  owed  (liabilities).    Being  very  perceptive, 
the  businessman  quickly  observed  a  problem:    What  would  the    balance    in    the   equity  account 
be? 


1  'Although  the  veracity  of  portions  of  this  chronicle  may  be  suspect,  we  think  the  means  justifies  the  end. 
This  first  accounting  system  was  properly  labeled  "single-entry." 
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Not  wanting  to  render  a  hasty  decision,  the  businessman  reflected:     To  minimize 
the  chance  of  posting  errors  (and  the  dreadful   thought  of  producing  inaccurate  financial 
reports)   the  businessman  decided  that  his  general   ledger  would  be  "self-balancing."    Accord- 
ingly, each  debit  entry  would  be  offset  by  an  equal  amount    in   a   credit   entry. 
This  observation  answered  his  question  relative  to  the  equity  account's  balance:     It  had  to 
be  a  credit. <3)        This  observation  led  to  the  development  of  the  "basic  accounting  equation: 

ASSETS  -   LIABILITIES  -  EQUITY 

Following  the  newly  devised  plan,  he  wrote  the  following  instructions  in  his 
"operations  manual:" 

►  To  record  asset  increases: 

DEBIT:  Assets 

CREDIT:       Equity 

►  To  record  asset  decreases: 

DEBIT:  Equity 

CREDIT:       Assets 

►  To  record  liability  increases: 

DEBIT:  Equity 

CREDIT:       Liabilities 

►  To  record  liability  decreases: 

DEBIT:         Liabilities 
CREDIT:       Equity 

From  these  instructions,  it  was  obvious  to  the  businessman  that  his  definition  of 
debit  and  credit  would  have  to  be  expanded  to  address  the  effect  a  debit  or  credit  trans- 
action would  have  on  the  balance  of  the  various  control  accounts.     So  he  wrote: 


t3,He  didn't   especially  like  the  "credit  balance"  equity  account  because  he  had  previously  recognized  that  a  debit 
balance  in  the  one  control  account  indicated  assets  in  excess  of  liabilities,  but  this  shortcoming  was  more  than  offset  by 
the  benefits  of  having  a  self-balancing  general  ledger. 
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DEBITS  (4)  (DR) 

TO  A  NORMAL  DEBIT 
BALANCE  ACCOUNT 

INCREASES 
BALANCE 

TO   A    NORMAL   CREDIT 
BALANCE    ACCOUNT 

DECREASES 
BALANCE 

CREDITS  (4)  (CR) 

TO   A    NORMAL   CREDIT 
BALANCE    ACCOUNT 

INCREASES 
BALANCE 

TO    A   NORMAL   DEBIT 
BALANCE    ACCOUNT 

DECREASES 
BALANCE 

At  this  point  in  time,  the  general   ledger  would  probably  have  appeared  as  follows: 


ASSETS 

TRANSACTIONS 

DEBITS 

CREDITS 

BALANCE 

\.  Cash  received  from  services 
B.  Cash  disbursed  for  rent 

$200 

$90 

$200  Dr 
$110  Dr 

LIABILITIES 

TRANSACTIONS 

DEBITS 

CREDITS 

BALANCE 

C.  Utilities  used  but  not 
paid 

$70 

$70  Cr 

EQUITY 

TRANSACTIONS 

DEBITS 

CREDITS 

BALANCE 

A  Cash  received  from  services 

$200 

$200  Cr 

3.  Cash  disbursed  for  rent 

$90 

$110  Cr 

C.  Utilities  used  but  not 

paid 

$70 

$  40  Cr 

(4) 

The  terms  debit  and  credit  can  be  compared  with  the  mathematical  terms  "plus"  and  "minus"  and  their 

algebraic  functions: 

•A  plus  added  to  a   plus  produces  a  larger  plus. 

•  A  minus  added   to  a   plus  produces  a  smaller   plus. 

•A  minus  added  to  a   minus  produces  a  larger   minus. 

■A  plus  added  to  a   minus  produces  a  smaller   minus. 

CAUTION:   The   perfectionist  rarely  refers  to   control   account  transactions  by   the  terms  plus  and   minus. 
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As  time  went  by,  the  businessman  began  to  more  specifically  identify  the  nature  of 
his  assets  and   liabilities.     For  example: 


ASSETS 


EXPANDED  TO 


Cash   in   Bank 

Accounts  Receivable 

Merchandise   Inventory 

Investments 

Equipment 

Land 


LIABILITIES 


EXPANDED  TO 


Expenditure  Accruals 
Accounts  Payable 
Notes  Payable 


Although  the  general   ledger   grew   more   voluminous,   the   basic  accounting 
principles5remained  unchanged:     That  which  was  applicable  to  the  assets  control  account  before 
was  still  applicable  to  the  more  specific  asset  control  accounts,  etc. 

For  a  time  the  businessman  was  content.     His  bookkeeper  was  accustomed  to  the 
new  accounting  system  and  all  was  well.     Alas,  as  fate  would  have  it,  another  change  was 
in  order. 

The  businessman  needed  to  know  whether  or  not  his  business  was  making  a  profit 
or  a   loss.     Now,  he  could  make  this  determination  by  analyzing  his  equity  account:      If  the 
equity  account  went  up  over  a  particular  period  of  time  (a  larger  credit  balance,  in  this 
application),  he  was  making  a  profit;  if  the  balance  went  down   (a  smaller  credit  balance 
or  a  debit  balance),  he  was  incurring  a  loss.    This  procedure  would  not,  he  concluded,  be 
satisfactory  in  the  long-run.     So  he  upgraded  his  accounting  system  by  adding  a  series  of 
"nominal  accounts". 

"Nominal  accounts,  indeed,"  muttered  his  bookkeeper.     "You're  out  of  your  tree!" 
"Not  so,"  said  the  businessman.    "Rather  than  offsetting  asset  and  liability  account  trans- 
actions in  the  equity  account,  we'll  offset  them  temporarily  in  revenue  and  expenditure 
accounts.    Then,  at  year-end,  we  will  compare  the  revenue  with  the  expenditures;  subtract 
one  from  the  other;  and  the  difference  will   indicate  Net  Profit   (or  Loss).     After  this 
operation  has  been  performed,  we  will   "close"  the  nominal  account  balances  into  the 
equity  account!" 

The  bookkeeper  had  begun  to  mumble,  so  he  graphically  illustrated  the  process 
through  use  of  "T"  accounts: 


(5) 


Accounting  principle.    What  we  did. 
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LIABILITIES  EQUITY 


REVENUE  EXPENDITURE 


A.  Cash    Received 

B.  Cash   Disbursed 

C.  Utilities  used  but 
not  paid  for 


$200 


S90 


Pre-Closing  Balances  $110 

D.  Closing 
Revenue 
Expenditures 


Post-Closing  Balances       $110 


$70 


$70 


$160 


$70 


$200 


S200  $160 


$200         $200 


$40 


$90 


$70 


$160 


REVENUE   ($200)   -   EXPENDITURES   ($160)   ■  PROFIT   ($40) 
ASSETS   ($110)   -   LIABILITIES   ($70)   -  EQUITY    ($40) 


The  new  system  seemed   logical  enough,  so  the  bookkeeper  acquiesced  and  even 
grew  to  like  the  new  idea.'6'     The  change  didn't  really  result  in  a  good  deal  of  extra 
work  and  the  new  system  did   make  the  boss  happy.'7' 

As  fate  would  have  it,  however,  the  serenity  of  the  businessman's  accounting 
department  was  destined  to  once  again  be  disturbed.     The  business  world  was  growing  more 
complex  and  the  old  accounting  system  just  wasn't  keeping  pace.     Time  for  another  change! 

In  a  nut-shell,  the  basic  accounting  system  did   not  produce  all  the  information  the 
businessman  needed  to  know. 

►  Not  only  did  he  need  to  know  the  total  amount  of  accounts  receivable, 

but  also  how  much  was  due  from  whom.     Hence,  he  developed  a  "subsidiary 
detail   ledger"  subsystem. 

►  He  needed  to  know  the  full   nature  of  his  expenditures.     Hence,  he  developed  a 
"cost  accounting"  subsystem. 

►  He  needed  to  know  the  exact  sources  of  revenue.     Hence,  he  developed  a  "revenue 
detail  accounting"  subsystem. 

These  changes  did   not  affect  his  general   ledger  accounting  per  se.     The  new  subsystems 
would  reconcile  to  their  respective  general   ledger  control  accounts  and  would  also  exist 
in  their  own  right  as  subsidiary  records  to  the  basic  accounting  system. 


(6) 


(7) 


Besides,  the  bookkeeper  was  neither  sufficiently  wealthy  nor  old  enough  to  retire. 

This  particular  bookkeeper  was  later  adopted  as  the  Patron  Saint  of  Bosses  and  System  Analysts. 
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Fast  becoming  an  expert  in  graphic  art,  the  businessman  displayed  the  interrelation- 
ships to  his  willing  staff  based  on  the  following  transactions: <8) 

(a)  Merchandise,  purchased: 

DEBIT:        Merchandise   Inventory  $500 

CREDIT:     Cash  $500 

(b)  Goods  sold  (on  credit): 

DEBIT:        Accounts   Receivable  $600 

CREDIT:     Revenue  $600 

ACCOUNTS   RECEIVABLE   SUBSIDIARY   DETAIL: 
Customer  A  $400 

Customer  B  $200 

REVENUE   DETAIL: 

Department  X  $350 

Department  Y  $250 

(c)  Cost  of  Goods  Sold  allocated: 

DEBIT:        Expenditures  $500 

CREDIT:     Merchandise    Inventory  $500 

COST  ACCOUNTING: 

Department  X  $300 

Department  Y  $200 


(81 

This  example  assumes  a  zero  beginning  merchandise  inventory  and  a  zero  ending  merchandise  inventory. 

SALES  $600.00 

COST  OF  GOODS  SOLD        500.00 
PROFIT  ON  SALES  $100.00 
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The  accounting  system  had  now  fairly  well  settled  down.     Over  the  years  the 
businessman  was  concerned  and  developed  such  accounting  niceties  as: 


-  Budgetary  controls 

-  Depreciation  techniques 

-  Overhead  cost  allocation  procedures 

-  Management  information  accounting 

-  Automation 

-  Centralization  vs.  decentralization 
Uniformity 

This  part  of  the  history,  however,  becomes  somewhat  repetitious  and  parts  of  the 
underlying  dialogue  are  not  printable. 

Still,  due  to    his  perserverance  and  farsightedness,  the  businessman  stayed  in  business 
and  "lived  reasonably  happy  ever  after". <9) 


THE    BEGINNING! 


'=»'And  the  bookeeper  only   grumbled  on   rainy  days  and   Monday   mornings. 
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STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 


TRAINING      CLASS 


PART  TWO:      OVERVIEW  -  STATEWIDE   BUDGETING  AND 
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•  INTRODUCTION 

•  OBJECTIVES  OF   THE  STATEWIDE   BUDGETING  AND   ACCOUNTING  SYSTEM 
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•MINICODE  MODULE 


INTRODUCTION 


The  Statewide  Budgeting  and  Accounting  System  is  relatively  complex.    By 
analyzing  the  System's  basic  features,  however,  it  is  our  objective  to  "penetrate  the  veil" 
of  complexity  so  that  the  user  will  feel  at  ease  with  the  System. 

The  Statewide  Budgeting  and  Accounting  System  is  centrally  maintained,  computer- 
driven,  full-spectrum  double-entry  bookkeeping  and  financial  reporting  system  maintained 
and  operated  "by  the  Department  of  Administration  in  behalf  of  user  agencies.    The  funda- 
mental principals  upon  which  the  System  is  based  subscribe  generally  to  those  recommended 
by  the  National  Committee  on  Governmental.    The  text,  "Governmental  Accounting,  Auditing, 
and   Financial   Reporting",  published   by  the  Municipal   Finance  Officers  Association,  is  a 
reasonably  good,  general  reference  source. 

The  System  can  be  thought  of  as  a  very  thorough,  very  meticulous  bookkeeper, 
which,  when  given  financial  transactions  in  a  specified  manner,  will  automatically: 

-  compare  the  transaction  with  an  established  set  of  rules, 

-  record  valid  transactions, 

-  produce  standard  financial  records,  and 

-  produce  a  pre-determined  series  of  financial  reports  based  on  recorded 
financial  transactions. 
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OBJECTIVES  OF  THE  STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 

It  is  the  objective  of  the  Statewide  Budgeting  and  Accounting  System  to: 


1.  Provide  all  levels  of  management  with  financial  information  needed  for 
decision  making  and  to  assure  the  effective  discharge  of  administrative 
responsibilities. 

2.  Minimize  the  duplication  of  effort  within  and  among  State  agencies  in 
recording  and  reporting  financial  transactions. 

3.  Maximize  uniformity  within  accounting  entities  to  permit  a  meaningful 
comparison  between  and  among  them. 

4.  Provide  a  comprehensive  operations  manual  that  sets  forth  policies 
and  procedures  and  fully  describes  the  State's  fiscal  processes. 

5.  Provide  a  budget  control  system  that  will  accurately  record  budget 
authorizations  and   indicate  the  status    in  a  meaningful   manner. 

6.  Provide  a  means  to  develop  a  management  operating  information  structure 
and  permit  the  timely  capturing  of  financial  and  production  statistics  useful 
to  management. 

7.  Provide  a  double-entry  accounting  system  which  will  accurately  record 
and  permit  the  meaningful  reporting  of  assets,  liabilities,  fund  balance  and 
the  intermediary  nominal  account  activities  (receipts  and  disbursements). 

8.  Provide  accounting  and  budgeting  reports  that  transmit  financial  activities 
on  a  timely  basis  in  both  summary  and  detail  form  to  the  various  levels 
of  management. 

9.  Provide  an  expenditure  identification  system  that  results  in  accurately 
classifying  costs  in  the  period   in  whic'i  resultant  services 'were  rendered. 

10.  Provide  a  means  to  accurately  record  valid  encumbrances  and  subsequent 
adjustments     in  a  timely  manner. 

11.  Provide  cash  accounting  procedures  that  accurately  monitor    actual  and 
projected  cash  flow  permitting  the  investment  of  idle  cash  and  forecasting 
of  cash  needs. 

12.  Provide  for  the  maximum  utilization  of  computer  facilities  to  process 
financial  transactions  and  minimize  the  utilization  of  decentralized  detailed 
records  maintained  either  manually  or  electronically. 

13.  Provide  a  well  documented  data  processing  system  which  will  enable  data 
processing  personnel   (unfamiliar  with  the  System's  development)  to  readily 
make  required  modifications. 

14.  Provide  a  fixed  asset  accounting  system  which  will  not  only  establish  account- 
ability for,  and  evaluation  of,  fixed  assets,  but  also  will  yield  timely  information 
relative  to  the  effective  management  of  fixed  assets. 
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DEFINITIONS  AND   EXPLANATIONS 


ACCOUNTING 

Accounting  is  the  art  of  classifying,  recording  and  summarizing  in  a  significant  manner 
and  in  terms  of  money,  transactions  and  events  which  are  of  a  financial  character,  and 
interpreting  the  results  thereof. 

BOOKKEEPING 

Bookkeeping  is  defined  as  the  process  of  physically  recording  financial  transactions  in 
the  various  accounting  journals  and  ledgers. 

ACCOUNTING   ENTITY 

An  accounting  entity  is  defined  as  an  independent  fiscal  entity  with  a  self-balancing 
set  of  accounts  provided  to  record  assets  or  other  resources  together  with  all  related   liabilities, 
obligations,  reserves  and  equities  which  are  segregated  for  the  purpose  of  carrying  on  specific 
governmental  activities  or  attaining  certain  objectives  in  accordance  with  regulations,  restrictions 
or  limitations. 

SYSTEM  OF  ACCOUNTS 

The  financial  activities  of  an  accounting  entity  are  expressed  in  terms  of  its  assets, 
liabilities,  fund  balance  (and  temporary  approximations  needed  to  achieve  budgetary  control) 
and  transitory  nominal  account  activities  (revenue,   income,  expenditures  and  withdrawals). 

Assets  consist  of  that  which   is  owned  by  an  accounting  entity. 

Liabilities  consist  of  that  which   is  owed  by  an  accounting  entity. 

Fund  balance  (equity),  is  the  difference  between  an  accounting  entity's  assets  and 
liabilities.     This  condition  is  generally  referred  to  as  the  basic  accounting  equation: 

Assets  —  Liabilities  ■   Equity    (Net  Worth  or   Fund   Balance) 

Budgetary  accounts  are  used  to  anticipate  the  change  in  an  accounting  entity's  fund 
balance.     For  example: 

Estimated  Revenue  (amounts  to  be  received)  increase  fund  balance 
Appropriation   (amounts  to  be  disbursed)  decrease  fund  balance 

At  the  end  of  the  budgetary  (fiscal)   period,  nominal  transactions  are  closed,  when  applicable, 
into  their  corresponding  budgetary  control  accounts  and  the  difference  in  the  budgetary  control 
accounts  is  closed  into  fund  balance. 

Nominal  accounts  are  used  for  the  purpose  of  matching  revenue  or  income  with 
expenditures    or    withdrawals  occurring  within  the  same  accounting  period  and/or  to  match 
actual  financial  performance  with  anticipated  or  authorized  performance.     After  this  determin- 
ation has  been  made,  as  stated  above,  the  balances  accumulated  in  the  nominal  accounts  are 
closed  into  their  budgetary  control  correlaries  or,  if  not  budgeted,  closed  directly  into  fund 
balance.     In  essence,  the  net  difference  between  nominal- receipts  and  nominal-disbursements 
represents  the  change   in  an  accounting      entity's  assets  and  liabilities  for  the  applicable 
period-hence  the  net  change  in  the  entity's  fund  balance  (equity). 
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DEBIT  AND  CREDIT 

'1) 
The  terms  "debit"  and  "credit"  are  used   in  accounting  and  bookkeeping  to  denote  the 

type  of  entry  being  made  and  the  balance  in  a  general   ledger  control  account. 

Each  general   ledger  control  account  provided  within  the  Control  Account   Index 
(Form  131)   is  specified  as  having  either  a  normal  debit  or  credit  balance  as  shown,  by  group, 
below  (there  are  some  exceptions  to  this  generality): 

GROUP  NORMAL  BALANCE 


Assets 

Debit 

Liabilities 

Credit 

Budgetary 

Appropriations 

Credit 

Revenue   Estimates 

Debit 

Fund   Balance 

Credit 

Nominal 

Receipts 

Credit 

Disbursements 

Debit 

Resources 

Debit 

Accountability 

Credit 

Reserves  and  General   Liability 

Credit 

3f  an  entry  depends 

upon 

the 

normal 

balance 

of  the  control  acco 

>ted  as  shown  below: 

Effect 

on 

Mormal 

Effect  on  Normal 

Debit   Balance 

Accounts 

Credit   Balance  Accounts 

Debits  Increases  Balance  Decreases  Balance 

Credits  Decreases  Balance  Increases  Balance 

DOUBLE- ENTRY  ACCOUNTING 

Double-entry  accounting  means  that  for  every  debit  entry  made  to  a  general   ledger 
control  account  for  an  accounting  entity  there  must  be  an  offsetting  credit  entry.     After  the 
entries  have  been  posted   in  the  general   ledger,  the  debit  balance  accounts  will  equal  the  credit 
balance  accounts  and  the  "accounts"  are  said  to  be  "in  balance." 

The  fact  that  a  set  of  general   ledger  control  accounts  within  an  accounting  entity  is 
in  balance  does  not  necessarily  mean  that  all  of  the  transactions  reflected  therein  have  been 
properly  recorded.      It  only  means  that  the  total  of  the  debit  transactions  equal  the  total  of  the 
credit  transactions.     To  ascertain  that  all  transactions  have  been  properly  recorded  the  validity 
of  the  resultant  asset  and   liability  account  balances  and  the  propriety  of  nominal  account  trans- 
actions recorded  for  the  applicable  period   must  be  determined. 

RESPONSIBILITY  CENTERS 

A  responsibility  center  is  defined  as  "a  separable  unit  of  financial  activity  that  is  assigned 
to  a  person  to  manage..    It  can  be  expenditure  or  revenue  oriented,  or  both." 

This  term  replaces  the  previous  unit  called  sub-program;  however,  the  purpose  or  use 
remains  basically  the  same  as  far  as  transactions  are  concerned. 

In  addition  to  being  a  unit  for  tracking  and  reporting  budgetary  and  nominal  financial 
activities  it  also  serves  as  the  tool  to  establish  attributes  necessary  to  facilitate  the  use  of  Mini- 
Coding. 


1  Debit.     Syn.  for  "nearer  the  window",  as  in  the  expression  "the  debit  side'. 
Credit.     Syn.  for   "nearer  the  door",  as  in  the  expression   "the  credit  side". 
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SELECTING  GENERAL  LEDGER  CONTROL  ACCOUNTS 

The  following  information  is,  as  a  minimum,  needed  to  select  the  general  ledger  control 
accounts  required  to  record  a  transaction: 

•  The  nature  of  the  transaction. 

•  The  purpose  of  the  available  general   ledger  control  accounts. 

-     The  normal   balance  of  the  general   ledger  control   accounts  selected 
for  the  recordation. 

A  determination   regarding  whether  to   increase  or  decrease  the  general 
ledger  control   accounts  selected. 
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SIGNIFICANT  TECHNICAL  CONCEPTS 


1.  DOUBLE-ENTRY,  AUTOMATED,  GENERAL   LEDGER   ACCOUNTING 

The  financial  activities  within  an  accounting  entity  are  expressed   in  terms  of  assets, 
liabilities  and  equity  —  adjusted  through   transitory  nominal  accounts.      Each  financial   transaction 
recorded  must  be  expressed   in   terms  of  a  debit  and  credit  of  equal  value  and   be  encoded 
pursuant  to  specifications  which  will   enable  the  transaction   to  be  recorded  via  computer  facilities. 

2.  MINICODING 

The  concept  of  MiniCoding  is  to  allow  more  to  be  done  with   less  effort,  ie.,  reduce 
the  workload  required  to  input  data  and  to  reduce  the  error/rejection  rate  of  data   input  into 
SBAS.     Specifically,  to  reduce  the  number  of  digits  required  to  encode  budgetary  and  nominal 
financial  activity  in  the  System. 

The  concept  of  MiniCoding  is  not  all-inclusive  but  is  primarily  designed  to  handle  the 
bulk  of  the  transactions,  input  into  SBAS.     Thus,  in  restricting  its  use  to  certain  forms  and 
certain  transactions  specific  form  fields  are  not  encoded  but  are  derived  by  the  System  through 
reference  to  computer  files  which  contain  the  information   (Responsibility  Center  attributes) 
necessary  to  complete  the  transaction  encoding  requirements. 

3.  SUBSIDIARY  DETAIL   LEDGER  ACCOUNTING   FOR   SELECTED  GENERAL   LEDGER   CONTROL  ACCOUNTS 

Subsidiary  detail   ledgers  are  used  to  itemize  the  contents  of  a  particular  general   ledger 
control  account.     Each  asset,   liability  or  fund  balance  general  ledger  control  account  may  be 
provided  with  a  subsidiary  detail   ledger. 

Currently,  the  following  general   ledger  control  accounts  have  been  provided  with  a 

subsidiary  detail   ledger: 

Accountability  For  Property  Held  in  Trust  Encumbrances  -  Budgeted 

Accounts  and  Advances  Receivable  Encumbrances  -  Nonbudgeted 

Accounts  and   Inter-Entity   Loans  Payable  Expense  Advances  To  Employees 

Accounts  Payable  Investments  Administered   By  Agency 

Accounts   Receivable  Long  Term   Debts  Payable 

Accrual   Expenditures  Notes   Receivable 

Advances  To   Fiscal  Agents  Pension  Accumulation   Fund 

Bond  Coupons  Student   Loan   Principal   Cancelled 

Cash   in  Treasury  Treasurer's  Resources  and  Accountability 

Cash  with  Trustee  Bank  Uncleared  Collections 

4.  CONTROL  OVER   ESTIMATED  AND  ACTUAL  DISBURSEMENTS  AND   RECEIPTS 

Tracking  the  disbursement  side  of  governmental   financial  activities  is  obviously  important, 
but  the  fiscal   picture  is  not  complete  unless  equal  attention   is  given  to  anticipated  receipts  and 
actual  collections  (ordinarily,  government  cannot  spend  money  that  it  does  not  have).     Accordingly, 
the  System  provides  the  capability  to  track  estimated  revenue  and  income  and  compare  the  amount 
estimated  with  actual  collections. 
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5.        EXPENDITURE  ACCRUAL  ACCOUNTING 

Statutes  provide  that  the  State  of  Montana  will  utilize  a  modified  accrual  basis  of 
accounting.  This  means  that  at  year-end,  valid  obligations2 are  accounted  for  as  expenditures 
or  withdrawals;  however,  cash   is  accounted  for  as  revenue  or  income  only  when  received. 


6.  TRANSACTION   REGISTERS 

A  register  is  provided  to  report  each  transaction  input  into  SBAS.  All  financial 
data  input  to  SBAS  is  posted   to  the   Form  399,   "Transaction   Register  By  Accounting  Entity." 

The  register  is  forwarded  monthly  to  the  "Record   For  Agencies"  to  serve  as 
notification  regarding  data  input   into  the  System.     Agencies  should  compare  register  details 
with  data  on   input  documents  and  report  discrepancies  to  the  Department  of  Administration, 
Accounting  Division,  so  that  that  corrective  action  can  be  promptly  taken. 

In  most  applications,  a  copy  of  input  documents  is  not  returned  to  the  agency. 
The  monthly  register  of  Form  398,  Document  Control  Log,  constitute  notice  of  recorded 
transactions. 

7.  RECORD  FOR  AGENCY  CODE 

All   transactions  must  be  identified   in  terms  of  the  agency  actually   inputing    the 
transaction.     Any  code  included   in  the  Agency   Index  may  be  used  for  this  purpose  (providing, 
of  course,  that  it  accurately  identifies  the  input  agency). 

All  transactions  must  be  identified   in  terms  of  the  agency  for  which   the  transaction 
is  to  be  recorded:     the  "Record   For  Agency". 

The  proper   Record   For   Agency   code  depends  upon    data   recorded   in  the  other  fields 
used  to  input  a  transaction: 

•  Accounting  Entity:     Each  accounting  entity   is  assigned  to  an  administering 
agency  and,  possibly,  an  agency  subdivision.     The  Record   For  Agency 
identified  in  the  transaction   must  satisfy  the    restriction. 

•  Appropriation:      Each  appropriation   is  assigned  to  an  agency.     The  Record 

For  Agency   identified   in  the  transaction  must  satisfy  this  restriction. 

•  Program:     Each  program   is  assigned  to  an  agency  for  administration.  The 

Record    For  Agency  code  identified  with  the  transaction  serves  as  the 
prefix   to  the  program  code  identified  in  the  transaction.     Accordingly, 
this  restriction  must  also  be  satisified. 

•  Responsibility  Center:      Each  responsibility  center  is  assigned  to  an  agency. 
The  Record   For  Agency  code  identified  with  the  transaction  serves  as 
the  prefix   to  the  responsibility  center   identified   in  the  transaction. 
Accordingly,  this  restriction  must  also  be  satisfied. 

•  Revenue  Estimate:     Each  revenue  estimate  is  assigned  to  an  agency.     The 
Record   For  Agency   identified  in  the  transaction  must  satisfy  this  restriction. 

8.  ENCUMBRANCES:      REQUISITION,  AND  OTHER   ENCUMBRANCE   ESTABLISHMENT   FORMS 

The  Form  221/224   Requisition/Purchase  Order  Encoding  Summary  is  a  combination 
form  designed  to  allow  estimated    requisition  amount(s)   to  be  encumbered   if  the  transactions 

Valid  obligation   rules  are  outlined  in   Section  2-1420.30  of  MOM. 
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are  MiniCoded.     The  requisition  consists  of  the  original,  first  and  fifth  copy  of  the  Form  221/224. 

Other  forms  in  this  category  are  the  Encumbrance  Estimate  (Form  222)  and  the  Agency 
Purchase  Order   (Form  223).      Form   222  is  used  for  encumbering   items  such  as  rent,  while  the 
Form  223  is  used  for  purchasing  goods  or  services  directly  from  a  supplier  rather  than  going 
through  Central    Purchasing. 

Encumbrances  are  generally  recorded  against  an  authorization  to  expend  funds  (appropri- 
ation) --  not  against  cash.     Encumbrances  may  be  designated  as  Budgeted  or  Non-Budgeted. 

9.  MULTIPLE   DISTRIBUTION  OF   PURCHASE   ORDERS  AND  OTHER   ENCUMBRANCE   DOCUMENTS 

The  costs  reflected  on  a  requisition/encumbrance  may  be  distributed  to  more  than  one 
accounting  entity  or  appropriation.     This  distribution  must  be  accompanied  through  the  use 
of  responsibility  center  attributes  as  applicable. 

10.  CODE  STRUCTURING 

To  permit  the  utilization  of  electronic  data  processing  equipment,  it  is  necessary  to 
employ  numbers  or  codes  to  identify  data  to  be  processed.     Codes  consist  primarily  of  numeric 
characters  to  maximize  the  efficiency  of  data  entry  processes. 

Code  structuring  is  utilized  in  the  following  code  indexing  areas:    agencies,  accounting 
entities,  control   accounts,  objects  of  expenditure  and  forms. 
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SIGNIFICANT   PROCEDURES 


1.  PROCESSING  COLLECTIONS 

In  making  deposits  directly  with,  or   to   the  credit  of    the  State  Treasury,  a  Collection 
Report,   Form  241,   (supported  by  a  deposit   ticket)   is  required   to  document  all  deposits.  The 
original  and  two  copies  of  the  Collection   Report  and  the  monies  or  deposit  tickets  are  to  be 
transmitted  directly  to  the  Department  of  Administration,  Treasury   Division  for  processing.   The 
Treasury  Division  will  officially  receipt  acceptable  deposits  and  forward  the  receipted  Collection 
Report  to  the  Accounting  Division  for  processing. 

2.  INTER   AGENCY    INVOICE 

The  Inter  Agency   Invoice,   Form  263,  is  provided  to  bill  other  agencies  having  account- 
ing entities  in  the  Treasury   Fund  Structure  for  services  rendered  or  materials  provided.  The 
Inter  Agency   Invoice  is  used  primarily  to  establish  a  receivable  in  the  accounting  entity  or 
entities    to  which  the  resultant  revenue  or  income  is  to  be  subsequently  credited. 

Inter  Agency   Invoices  are  sent  simultaneously  to  the  Department  of  Administration. 
Accounting  Division,  and  to  the  agency  being  billed. 

3.  NO  WARRANT  TRANSFER 

No  Warrant  Transfers,     Form  232,  are  used  to  transfer  funds  between  agencies  without 
producing  a  warrant.     Transfers  involving  accounting  entities  administered  by  the  same  agency 
are  to  be  acheived  through  use  of  a  Journal   Voucher,   Form  271    or  a  Distribution  Voucher, 
Form  276. 

No  Warrant  Transfers  are  to  be  sent  by  the  preparing  agency  directly  to  the  other 
agency    involved  in  the  transaction  for  completion.     When  both  sides  of  the  transaction    have 
been  completed,  the  document  is  to  be  sent  to  the  Department  of  Administration,  Accounting 
Division,  for  processing. 

4.  REQUISITION   PURCHASE  ORDERS 

A  Purchase  Order  is  prepared  by  the  Department  of  Administration,  Purchasing  Division, 
from  information  contained  on  a   Form  221,   Requisition  submitted  by  the  requesting  agency. 
Highlights  of  the  purchase  procedures  are  as  follows: 

The  Requisition/Purchase  Order,   Form  221/224,  is  a  dual  purpose  form  set.     The 
originating  agency  completes  the   Requestion  portion  and  forwards  the  set  to  the  Purchasing 
Division.     At  this  point,  the  agency  may  choose  to  have  the  estimated  purchase  price  recorded 
in  the  System  as  an  encumbrance.     In  any  event,  the  Purchasing  Division  then  processes  the 
Purchase  Order   Encoding  Summary,   Form  224,  part  of  the   Requisition.      Based  on  contracted 
prices  and  actual   purchase  order(s)    issued,  the  Department  of  Administration,  Purchasing  Division, 
prepares      the   Purchase  Order   Encoding  Summary  by    completing  the  following  fields: 

A  -  Transaction   Date   (Optional) 
D  -  Document  Number  (Purchase  Order) 
H  -  Transaction  Amount 

Ni-  Subsidiary   Detail    Ledger  Account  Number 
(if  MiniCoded,  this  is  computer  generated) 
N2-    Liquidation   (Partial/Final) 
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5.  BUDGETARY  ALLOCATIONS 

Budgetary  activities  are  transacted  through  the  use  of  appropriations  and  revenue 
estimates. 

Appropriations  and  revenue  estimates  established  by  legislative  and/or  executive  action 
may  be  further  allocated  to  achieve  budgetary  controls  needed  by  agency  management. 
Appropriation  allocations  may  be  made  in   terms  of  a  responsibility  center   and/or   an  object 
of  expenditure;  revenue  estimates  are  allocated   in   terms  of  a  responsibility  center  and/or  an 
agency    object  of  revenue. 

6.  DISHONORED  CHECKS 

All  dishonored  checks  will   be  adjusted  through  the  use  of   Form  243,  Notice  of 
Dishonored  Checks  initiated     by  the  Treasury   Division.     A  copy  of  the  Notice  together  with 
the  dishonored  check  is  then  forwarded  to  the  applicable  agency.     Agencies  are  responsible 
for  making  a  concerted  effort  to  collect  amounts  represented  by  dishonored  checks. 

7.  TELEPROCESSING 

To  facilitate  receipt  and  utilization  of  accounting  information  from  and  to  remote 
locations  (agencies  located  outside  of   Helena)   that  information  will   be  transmitted  electronically. 

The  above  method  of  transmitting   information  electronically  over  telephone  lines  is 
called  teleprocessing.      Teleprocessing  as  employed  by  us  consists  of  Data  Transmission   (move- 
ment of  accounting  information  from  the  preparer  to  the  central  computer)  and    On-Line  Inquiry 
(electronic  inquiry  to  accounting  files  to  ascertain  status  of  financial  activities). 

Data  Transmission 

Data  Transmission   is  merely  a  means  to  transmit  accounting   information  from   the 
preparer  to  the  central  computer.      It  is  accomplished  by  use  of  electronic  equipment  connected 
to  telephone  lines.     The  sender  must  have  the  equipment  necessary  to    convert  the  data  to  be 
sent  into  an  electronic  signal  while  receivers  equipment  must  be  able  to  interpret  that  signal 
and  convert  it  into  an  acceptable  form  for  input  to  the  computer. 

On-Line   Inquiry 

Once  the  accounting  information  has  been  transmitted,  received,  converted,  processed 
through  the  computer  and  posted  to  the  centrally  maintained  accounting  files  and  records,  much 
of  the  information   is  available  for   inquiry  purposes.. 

Obtaining  information  by  use  of  the  On-Line   Inquiry  feature  is   not  restricted  to  remote 
locations  just  because  they  have  the  required  equipment .      Local   (Helena   area)  agencies  can 
obtain  that  information  without  the  equipment  by  contacting  the  Department  of  Administration, 
Accounting   Division. 

The  use  of  data  transmisstion  and  On-Line   Inquiry   is  presently   in  an  experimental 
stage;  however,  after  the  bugs  are  worked  out   its  use  will   be  available  to  qualified  users. 
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ELEMENTS   IN   THE   SYSTEM 


The  following  illustration  separates  the  total   System   into  basic  elements.   Each 
element     cannot,  obviously,  operate   independently.      During  normal   operations,    the  various 
elements  are  combined  as  required  to  produce  a  meaningful   record  of  financial  activities. 

The    elements  are  separated  and  sequenced  here  in  an  attempt  to  present  and  de- 
scribe   the  logic  underlying  the  total  system. 


ELEMENT 

DESCRIPTION 

FOR   EXAMPLE 

Information  and 
Control   Core 

A  comparatively  static  array  of  primary 
building  blocks  needed  or  required   to 
effectively   manage  financial   operations. 
The  System's  "dictionary". 

•  Agencies 

•  Accounting  Entities 

•  Control  Accounts 

•  Programs 

•  Object   of  Expenditure 

•  Object  of   Revenue 

•  Forms 

•  Statewide  Revenue 
Classifications 

•  Responsibility  Center 
Attributes 

•  Reporting  Center 
Specifications 

Budget 
Authorizations 

Through  either  legislative  or  executive 
action,  the  authority   to  proceed  with 
specified  financial  activities  is  given. 

•  Legislative  Appropriations 

•  Executive  Appropriations 

•  Revenue  Estimates 

Transactions 

Forms  are  provided  to  input  financial 
activity   (transactions)    into  the  record- 
keeping system. 

•  Budgetary  Allocations 

•  Transfer-Warrant  Claims 

•  Collection   Reports 

•  Journal  Vouchers 

Financial   Records 

Provides  the  format  for  recording 
transactions  as  directed  by   information 
coded  on  input  documents  and  subsequent 
detailed  reports  (print-outs). 

•  Registers 

•  General    Ledgers 

•  Control    Ledgers 

•  Subsidiary   Detail    Ledgers 

Financial   Reports 

The  results  of  recorded  financial   transactions 
are  reported  to  management  in  a  meaningful 
form  and  on  a  timely  basis. 

•  Budget  Status  Reports 

•  Cash   Position   Reports 

•  Program  Summary 
Reports 

•  Responsibility  Center 
Reports 

•  Reporting  Center  Reports 

•  Function   Reports 

.      .                                                 * 

2-11 


INTERRELATIONSHIPS 

The  following  flowchart  depicts  the  interrelationship  between  user  agencies,  the 
Accounting  Division  and  the  Data  Processing  Division. 


Keypunch 

and 
Keypunch 
Verification 


Transactions 
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BASIC   RECORDS 


The  following  flowchart   illustrates  the  interrelationship  of  records  maintained  within 
the  System. 
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RECORDING  FINANCIAL  TRANSACTIONS 

The  following  flowchart  illustrates  the  various  steps  undertaken  to  record  financial 
transactions  in  the  System. 
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MINICODE  MODULE 

The  following  flowchart  illustrates  the  sources  of  information  used  by  the  MiniCode  Module. 
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STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 


TRAINING      CLASS 


PART  THREE:    UNDERSTANDING  THE  SYSTEM'S  CHART  OF 
GENERAL   LEDGER  CONTROL  ACCOUNTS 


•  INTRODUCTION 

•  CONTROL  ACCOUNTS 

•  HIGHLIGHTS  OF   ACCOUNTING   PROCEDURES 

•  TRANSACTION   EFFECT  ON   CONTROL  ACCOUNT   BALANCES 

•  GENERAL    LEDGER   CONTROL  ACCOUNT  SPECIFICATION   ANALYSIS 

•  CONTROL  ACCOUNT  DESCRIPTIONS 


INTRODUCTION 


The  Statewide  Budgeting  and  Accounting  System's  chart  of  general   ledger  control 
accounts  is  distributed    among  nine  classifications  and  38  groups. 

Classifications  (the  highest  order  of  the  control  account  structure)  are  arrayed  as 
follows: 


1000 

Assets 

2000 

Liabilities 

3000 

Budgetary 

4000 

Fund   Balance 

5000 

Nominal 

6000 

Resources 

7000 

Accountability 

8000 

Reserves  and  General   Liabilities 

9000 

Other 

The  subdivision  of  the  classification  level  by  groups  and  the  available  accounts 
within  the  various  groups,  are  detailed   in  the  following   Index  of  General   Ledger  Control 
Accounts. 


3-1 


Lmi    Updrtau 

ICC    INDEXES           V            131   CONTROL  ACCOUNTS 

11-01-78 

SEE  MOM.  SECTION  2-0430  FOR   ADMINISTRATIVE  DETAILS 

LEVELS 

NAME 

CODE 

til 

wc 

1 

2 

3 

1 

ASSETS 

1000 

N 

1 

Cash 

1100 

N 

01 

Cash  Change  Funds 

1101 

02 

Imprest  Cash   Funds 

1102 

03 

Revolving  Cash   Funds 

1103 

04 

Cash  in  Treasury 

1104 

05 

Cash  in  U.  S.  Treasury 

1105 

06 

Cash  with  Trustee  Bank 

1106 

07 

Cash  on  Hand  at  FYE 

1107 

2 

Receivables 

1200 

N 

I  01 

Deferred  Accounts  Receivable 

1201 

03 

Accounts   Receivable  -  Receipts 

1203 

04 

Accounts   Receivable  -  Expenditure  Abatements 

1204 

05 

Accounts  Receivable  -  Dishonored  Checks 

1205 

06 

Advances   Receivable 

1206 

07 

Notes   Receivable 

1207 

08 

Loans  to  Students 

1208 

09 

Student   Loan  Principal  Collected 

1209 

10 

Student  Loan  Principal  Cancelled 

1210 

11 

Accounts    Receivable-Bonds   and  Coupons  Clearing 

1211 

12 

Allowance  for  Uncollectable  Accounts 

1212 

20 

Committment  Fees   Receivable 

1220 

3 

Due  From 

1300 

N 

01 

Due   From  State  Funds 

1301 

1 

N  -  Name  only.      Not  available  for  input 
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HIGHLIGHTS  OF  ACCOUNTING   PROCEDURES 


The  material  presented  here  is  intended  only  to  overview  more  detailed  accounting 
procedures  specifically  presented   in  other  portions  of  the  Manual. 

ASSETS 

►  Treasury  Cash  -  Incoming:     All   monies  collected  by  accounting  entities  included   in 
the  Treasury  Fund  Structure  are  to  be  deposited  either  in  the  State  Treasury  or  directly 
in  a  commercial  bank  to  the  credit  of  the  State  Treasury  .     Collection   Reports,  document- 
ing amounts  deposited,  are  to  be  sent  to  the  Department  of  Administration,  Treasury  Division, 
with  a  copy  provided  for  the  Department  of  Administration,  Accounting  Division. 

►  Treasury  Cash  -  Outgoing:      Disbursements  may  be  made  from  an  accounting  entity's 
cash   in  treasury  control  account  in  several  ways: 

No  Warrant  Transfer; 

Transfer-Warrant  Claim  (Auditor's  Warrant): 

Agency  Warrant; 

Treasurer's  Check;  or 

Agency  Treasurer's  Check 

As  far  as  most  accounting  entities  are  concerned,  disbursements  will  be  made  by  initi- 
ating a  Transfer-Warrant  Claim  which  results  in  an  Auditor's  Warrant  being  produced. 

►  Cash  -  Other:    Cash  change  and  cash  purchase  funds  may  be  established  as  required 
to  conduct  business  effectively.      In  both  cases,  amounts  withdrawn  must  closely  parallel 
demonstrated  needs. 

►  Receivables  -  Generally:     Many  accounting  entities  are  involved  with  accounts  receivable. 
The  System  provides  the  capability  to  record  accounts  receivable  details  and  subsequent  col- 
lection activities. 

►  Deferred  Receivables:     As  stated   in  MOM   Chapter  2-0200,  "...revenues  are  to  be  recorded 
when  cash  is  received...".     Accordingly,  receivables  relative  to  anticipated  revenue  or   income 
collections  must  be  fully  reserved   (in  most  applications). 

►  Non-Deferred  Receivables:     Receivables  applicable  to  anticipated   revenue  or   income  collections 
for  an  enterprise-type  accounting  entity  are  to  be  offset  directly  in  the  appropriate  revenue  or 
income  nominal  account.     This  departure  from  the  general  principle  is  necessary  to  permit  the 
financial  records  to  accurately  match  revenues  and  expenditures  on  a  period-by-period  basis. 

►  Receivables  -  Expenditure  Abatements:   The  anticipated  collection  of  monies  to  be  credited 
to  an  expenditure  or  withdrawal  control  account  are  to  be  directly  offset  in  an  appropriate 
expenditure  or  withdrawal  control  account. 

►  investments:     Short-term  investments  (those  anticipated  to  be  held  for  twelve  calendar 
months  or  less)  are  to  be  recorded  at  cost.      Long-term   investments  (those  anticipated  to  be 
held  for  more  than  twelve  calendar  months)  are  to  be  recorded  at   par. 
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When   investments  are  recorded  at   par,   premiums  paid   or   discounts  received   are  to 
be  amortized  or  accumulated  over  the  remaining  term  of   the  investments.      In  either  case,   interest 
purchased   is  to  be  offset  against  the  first  applicable  interest  collection. 

The  detailed  records  and  a  portfolio  to  support  the  balance  of  applicable  general   ledger 
control  accounts  are  maintained  by  the  Department  of  Administration,   Investments  Division,  in 
a  SBAS  sub-system  called  PMS  (Portfolio  Management  System). 

►  Fixed  Assets:    The  recording  of  a  fixed  asset   is  dependent  upon  the  nature  of  the 
purchasing  accounting  entity.     Generally  speaking,  fixed  assets  purchased  by  an  enterprise-type 
or  trust  accounting  entity  are  to  be  recorded   in  the  records  of  the  purchasing  entity.     Other- 
wise, all  fixed  assets  are  to  be  recorded   in  the  General   Fixed  Asset   Fund. 

Fixed  assets  recorded   in  the  General   Fixed  Asset   Fund  will  be  identified  by  the 
nature  of  the  fixed  asset   (land,  buildings,  equipment,  etc.)  and  the  accounting  entity  credited 
with  the  purchase. 

Only  specified  expenditures  are  to  be  capitalized.     The  criteria  for  expenditure 
capitalization  depends  upon: 

•The  asset's  anticipated  life, 

•The  asset's  cost,  and 

•The  asset's  productive  qualities. 

The  subs>system    to  SBAS  (a  detailed  subsidiary   ledger)   to  identify    fixed  assets  for 
which  an  agency   is  responsibile  and  to  itemize  the  balance  in  applicable  general   ledger  control 
accounts  is  called  the  Property  Accountability  Management  System    (PAMS). 

►  Depreciation:    Fixed  assets  recorded   in  enterprise-type  accounting  entities  are  to  be 
depreciated  over  the  asset's  useful   life.     Depreciation  schedules  used  must  result  in  charging 
expenditure  accounts  with  amounts  closely  approximating  the  asset's  consumption.      In  no  case 
shall  an  asset  be  depreciated  beyond  the  asset's  cost  even  though  the  asset  may  still  be  in 
productive  service  after  having  been  fully  depreciated. 

Fixed  assets  recorded   in  the  General   Fixed  Asset   Fund  must  not  be  depreciated. 
Fixed  assets  recorded   in  trust  accounts  are  not  to  be  depreciated  unless  approval  to  do  so  is 
obtained  from  the  Department  of  Administration. 

►  Miscellaneous  Assets:    Assets  not  otherwise  classified  are   identified   in  the  miscellaneous 
asset  group.     The  Encumbrance  Account  is  included   in  this  group. 

Rather  than  an  asset,  per  se,  the  encumbrance  account  represents  an  offset  to  the 
liability  account  Reserve  for  Encumbrance.     Encumbrances  are  recorded  to  acknowledge  the 
extent  to  which  an  appropriation  is    obligated    for  expenditure.     This  is  an  important  budgetary 
control  aspect  of  a  governmental  accounting  system,  wherein,  it  is  vitally  important  that 
amounts  appropriated  are  not  over-expended  or  over-obligated. 

An  encumbrance  Subsidiary  Detail  Ledger  is  maintained  within  the  System  detailing 
the  amount  of  unliquidated  encumbrances.  The  amount  encumbered  against  an  appropriation 
or  allocation   is  also  transacted   in  the  Appropriation  Control    Ledger. 
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II  anticipated  expenditures  have  been  encumbeied,   it  is  important   thai   they  be 
liquidated  when   the  applicable  disbursement   is  actually  made.     Otherwise,  appropriation 
balances  will   be  understated.     The   liquidation  of  encumbrances  depends  upon  what   type 
the  encumbrance  is;  however   it   usually  requires   two    entries:   one  to  reverse  amounts  en- 
encumbered;  and  one  to  record  the  decrease  of  cash   in   treasury  and   the  increase  in  expen- 
ditures. 

Setting  aside  funds  which  have  been  earmarked  for  expenditure  prior  to  their  actual 
disbursement  is  essential  for  effective  financial  management.     Although  useful,   it   is  also  possible 
to  over-do  an  encumbrance  system.     If,  for  example,  an  entire  appropriation   is  encumbered 
under  the  assumption  that  the  entire  appropriation  will  be  expended   "eventually",  the  en- 
cumbrance system  becomes  redundant.      If,  on  the  other  hand,  an  element  of  flexibility  exists 
in  an  entity's  expenditure  plan,  the  encumbrance  system  can  serve  the  purpose  for  which   it 
is  designed. 

►  Prepayments:    Disbursements  anticipated  to  be  converted  to  expenditure  categories  at 
a  later  date  are  to  be  recorded  as  prepayments. 


LIABILITIES 

►  Accounts  Payable:    Ordinarily,  only  enterprise-type  accounting  entities  need   to  accrue 
expenditures  monthly.      In  most  cases,  the  encumbrance  subsystem  adequately  provides  for 
recording  obligations  against  amounts  appropriated  for  disbursements. 

When  used,  the  System  produces  a  detailed  subsidiary   ledger  to  support  the  balance 
in  the  general   ledger  control  account  (based  on   information   input  into  the  System).     Care 
must  be  taken  to  assure  that  a  disbursement  liquidating  an  account  payable  is  accurately 
analyzed.     Otherwise,  expenditures  and   liabilities  will  be  overstated  -  at  least  on  a  temporary 
basis. 

►  Expenditure  Accruals:    At  year-end,  all  valid  obligations  (as  defined  at  year-end)  against 
an  appropriation  are  to  be  accrued.     Disbursements  in  subsequent  years  which  are  applicable 
to  amounts  accrued  are  to  be  debited  to  the  appropriate  expenditure  accrual  account.     In  no 
case  may  an  expenditure  accrual  account  carry  a  debit  balance  (which  would  represent  an 
"overdraft").     Expenditure  accrual  accounts  may  be  increased  only  with  the  approval  of 

the  Department  of  Administration. 

At  the  expiration  of  an  appropriation's  availability,  the  balance  remaining  in  expenditure 
accrual  accounts  is  to  be  closed  to  a  prior  year  expenditure  or  withdrawal  adjustment  account. 
Amounts  accounted  in  a  prior  year  expenditure  or  withdrawal  adjustment  account  are  to  be 
analyzed  to  determine  the  impact  on  financial  operations  of  applicable  prior  fiscal  years. 
Significant  adjustments  will  be  made  to  the  expenditure  categories  shown   in  the  Executive 
Budget  as  required. 


BUDGETARY  ACCOUNTING 

Budgetary  accounts  are  provided  to  record,   in  summary  form,  established  plans  of 
financial  activities  for  a  particular  period  of  time.      In  the  majority  of  applications,  both  anti- 
cipated revenue  or  income  and  authorized  expenditures  or  withdrawals  will  be  recorded   in  the 
control  accounts  of  an  accounting  entity. 
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►  Budgeted  Receipts:    Budgetary  control  accounts  have  been  provided   to  record  anticipated 
revenue  or  income  to  finance  the  disbursement  portion  of  the  annual  financial  plan.     Control 
accounts  have  also  been  provided  to  record  prior  year  revenue  and   income  relative  to  con- 
tinuing revenue  estimates.      The  Statewide  Revenue  Classification   Index   is  provided  to  identify  the 
nature  of  anticipated  revenue  or  income. 

Each   Revenue  Estimate  is  recorded   in  the  Revenue  Estimate  Control   Ledger.     This 
arrangement  permits  each  anticipated  collection  to  be  identified   in  terms  of  a  budget  category 
and  an  uncollected  balance  to  be  produced.      In  this  way,  management  is  provided  with   a 
financial   report   showing   the  amount    of   revenue  or   income     budgeted;  the  amount  collected 
(or  billed);  and  the  uncollected  balance  by  responsibility  center. 

Each   revenue  or  income  budget  account  has  a  correlary  nominal  account.      For  example: 

Budgetary:        3101  -  Estimated    Revenue 

Nominal:  5101  -  Revenue   (Budgeted) 

or 

5111  —  Prior  Year   Revenue 

During  the  year,  the  budgetary  control  accounts  remain  unchanged  except  for  authorized 
budget   increases  or  decreases.     At  year-end,  the  nominal  account  balance  is  closed    into  its 
corresponding  budgetary  account. 

The  post-closing  balance  in  the  budgetary  account   (indicating  over  or  under  collection 
of  amounts  budgeted)   is  closed  to  the  accounting  entity's  fund  balance. 

►  Budgeted  Disbursements:    Two  disbursement  budget  accounts  are    provided  to  record  in 
summary  form    disbursements  anticipated  to  be  made  from  an  accounting  entity  during  a 
fiscal  year.     Two  accounts  are  needed  to  distinguish  between    those  disbursements  actually 
constituting  support  of  state  government  (3201,  Appropriations  -  Expenditures)  and  disbursements 
for  other   purposes  (3205  -  Appropriations  -  Withdrawals). 

Each  disbursement  budget  account  is  detailed   in  the  Appropriation  Control   Ledger.     This 
arrangement  permits  each  disbursement  to  be  recorded   in  terms  of  its  underlying  authorization 
and  an  available  balance  to  be  produced.      In  this  way,  management  is  made  aware  of  how  well 
actual  expenditures  (and  encumbrances)  compare  with  authorized  expenditures. 

Each  disbursement  budget  account  has  a  correlary  nominal  account  to  record  expendi- 
tures for  current  fiscal  year  operations  and  those  chargeable  to  prior  year  continuing  appropriations 
which  have  been  approved  by  the  Office  of  Budget  and   Program  Planning.     For  example: 

Budgetary:        3201  —  Appropriations  -  Support 

Nominal:  5201  -  Support   Expenditures 

or 

5211  —  Prior  Years  Support   Expenditures 

During  the  year,  budgetary  accounts  remain  unchanged  except  for  authorized  budget 
increases,  decreases,  or  agency  allocations.  At  year-end,  the  nominal  account  balance  is  closed 
into  its  corresponding  budgetary  account. 

The  post-closing  balance  in  the  disbursement  budgetary  accounts  is  closed  to  the 
applicable  accounting  entity's  fund'  balance.      In  all  cases,  the  post-closing  balance  of  disburse- 
ment budgetary  accounts  must  be  a  credit  balance  because  the  over-expenditure  or  over-obliga- 
tion of  amounts  appropriated  is  not  permitted. 
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FUND  BALANCE 

The  Fund    Balance  classification   is  divided   into   eight  (8)  accounts: 

General 

Institutional  Capital  Contributions 

Special  Trusts 

Working  Capital  Advanced 

Federal  Capital  Contributions  Authorized 

Reserve  for  Continuing  Appropriations 

Reserve  for  Undistributed  ST  IP  Earnings 

Reserve  for  Reverted  Appropriations 

Fund   Balance  —  General   is  used  in  most  applications.   Fund  BaJance  —  Institutional 
Capital  Contributions  is  used  to  identify  a  university  system  unit's  matching  capital 
contributions  required   in  student  loan  accounting.      Fund  Balance  —  Special  Trust  is 
used  when  funds  held   in  trust  by  the  State  are   involved.     Fund   Balance  —  Working 
Capital  Advanced   is  used  to  account  for  the  receipt  of  funds  to  finance  certain  account- 
ing entities  within  the  Revolving   Fund.     Fund  Balance  —  Federal  Capital   Contributions 
Authorized   is  used  to  identify  the  amount  of  loan  funds  advanced   to  the  State  to  provide 
educational   loans  to  students.      Fund    Balance  —   Reserve   For  Continuing  Appropriations  is 
used  to  indicate  that  a  specific  portion  of   Fund   Balance  is  dedicated  for  appropriations 
(spending  authority)  which  continue  beyond  fiscal  year-end.     Fund   Balance  —  Reserve  for 
Undistributed  STIP   Earnings  identifies  the  amount  of  earnings  from  STIP  investments  not 
distributed  as  of  the  immediately  preceding  fiscal  year-end.     Fund   Balance  —   Reserve  for 
Reverted  Appropriations  is  used  to  account  for  the  amount  of  spending  authority  for 
appropriations  that  revert  at  fiscal  year-end    that  is  being  carried  forward  from  the  previous 
fiscal  year  into  the  suceeding  fiscal  year. 

NOMINAL  ACCOUNTS 

Receipts:      Revenue  and   income  control  accounts  are  provided   to  summarize  applicable 
collections.     Amounts  recorded   in  each   revenue  or   income  nominal  account  subject  to  budget- 
ary control  are  detailed  in  the  Revenue  Estimate  Control    Ledger.     At  year-end,  the  balance 
in  each  nominal   receipt  account   is  closed  to  its  corresponding  budgetary  account  or  into  fund 
balance   if  not  subject  to  budgetary  control. 

Disbursements:     Nominal  disbursement   accounts  are  provided    lo  summarize  disbuisemonls. 
Amounts  recorded    in  each  disbursement   nominal  account  are  detailed   in   the  Appropriation 
Control    Ledger   if  subject  to  budgetary  controls.     At  year-end,  the  balance  in  each  disburse  - 
ment  account  is  closed   into  its  corresponding  budgetary  control  account  or  into  fund  balance 
if  not  subject  to  budgetary  control. 

RESOURCES 

Several  control  accounts  are  allowed  to  be  used  within   the   Long-Term   Debt   Fund, 
General    Fixed  Asset   Fund  or  the  Treasurer's  Accountability   Fund  to  record  applicable  resource? 
Resource  control  accounts  provided  within   the  6100,  6200,  6300  and  6600*  series  and  the 
7000  series  for  Accountability  are  to  be  used  only  within  the  Treasurer's  Accountability   Fund. 
Those  in  the  6400  and  8100  series  are  used  only   in  the  General   Fund   Fixed  Asset   Fund. 
Accounts  in  the  6500  and  8200  series  are  used  only  in  the   Long-Term  Debt   Fund. 
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ACCOUNTABILITY 

These  normal   credit  balance  accounts  are  provided  to  offset  resources  recorded   in 
the  Treasurer's  Accountability   Fund.      In  essence,  accountability  control  accounts  serve  the 
same  function  as  do  fund  balance  accounts  in  prime  accounting  entities.     Rather  than  a 
fund  balance,  however,  these  accounts  identify  the  amount  of  resources  (assets)  held   in  a 
custodianship  capacity. 

RESERVES  AND  GENERAL   LIABILITIES 

Resources  of  the  General   Fixed  Asset   Fund  are  offset  through  use  of  a  series  of 
reserve  accounts    which   identify  the  fund  from  which  the  general   fixed  assets  were  purchased. 

The  normal  credit  balance  accounts  in  this  group  also  offset  the  resources  recorded 
in  the   Long-Term   Debt   Fund.     Two  control  accounts  are  provided:   one  to  record  the  total 
principal  amount  of  bonds  outstanding;  the  second  to  record  the  total   principal  amount  of 
notes  outstanding. 
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TRANSACTION   EFFECT  ON   CONTROL  ACCOUNT   BALANCES 

Control   Account 

Classification/Group 
(Type  of  Account) 

Normal   Balance 

Debit  Transaction 
Entry    Effect 

Credit   Transaction 
Entry   Effect 

1101    through    1907 

except  1209,  1210. 

1612  &  1707  through  1710 

Assets 

Asset  -    Contra 

Debit 
Credit 

Increases 
Decreases 

Decreases 
Increases 

2101    through  2601 
except  251 1 

Liabilities 

Credit 
Debit 

Decreases 
Increases 

Increases 
Decreases 

3101    through  3102 

Budgetary /Receipts 

Debit 

Increases 

Decreases 

3201,  3205 

Budgetary  /Disbursements 

Credit 

Decreases 

Increases 

3210,4101 
throuah  4403 

Fund   Balance 

Credit 

Decreases 

Increases 

5101    through  5104 

Nominal/Receipts 

Credit 

Decreases 

Increases 

5105  through  5110 

Nominal/Receipts 

(Receipt   Refunds  and   Adjustments) 

Debit 

Increases 

Decreases 

5111,  5112 

Nominal/Receipts 

(Prior   Years) 

Credit 

Decrease 

Increase 

5201,  5205, 
through  5207 

Nominal/  Disbursements 

Debit 

Increases 

Decreases 

5208,  5209 

Nominal /Disbursements 
(Adjustments) 

Debit 

Increases 

Decreases 

5211,  5215 

Nominal/Disbursements 

(Prior   Years) 

Debit 

Increases 

Decreases 

6101    through  6603 

Resources 

Debit 

Increases 

Decreases 

7101    through   9900 
except  7299  and  9999 

Accountability, 
and  General 
Liabilities,  Other 

Credit 

Decreases 

Increases 

3-9 

GENERAL    LEDGER    CONTROL   ACCOUNT   SPECIFICATION   ANALYSIS 

Each  financial  transaction  recorded   in  the  System  must  be  expressed   in 
terms  of  a  debit  and  credit  entry  to  an  available  General   Ledger  Control  Account 
recorded  in  -Tield   G.     In  some  applications,  the  General   Ledger  Control  Account 
used  requires  the  identification  of  additional  data   in  Fields  l-N  — the  System's 
provisional  fields. 

The  detail  shown   in  the  following  "Specification  Analysis"  has  been 
extracted  from  the  Control  Account  Descriptions  as  a  convenience  to  the  System's 
users. 

N  =  Not  Permitted 
P   =  Provisional 
R  =  Required 
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For  the  following  ICC  Indexes  for  the  General   Ledger  Control   Account  Specification 
Analysis  Field  "0",  Transaction  Description,  is  Provisional   (P)  for  all  Control  Accounts. 
Field  J1,   Responsibility  Center,  is  Required   (R)   for  all   budgetary,  nominal  and  encumbrance 
control  accounts  and  Not  Allowed   (N)  for  all  other  (Asset,  Liabilities,   Fund   Balance,   Resources, 
Accountability,   Reserves  and  General   Liabilities,  and   Other). 
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ICC 

Last   Updated 

im. „^„     ^   ucixcmml   LtUbtH   CONTROL  ACCOUNT  SPECIFICATION  ANALYSIS 

1 

11-01-79 

General 
Ledger 
Control 
Account 
Coda 

General  Ledger 

Control  Account  Name 

(EDP  File  Name) 

Normal 
Balance 

Encoding  Specification  and  Subsidiary   Ledger  Data 

, 

Subsidiary  to   1 

K 

Subsidiary  to  L 

■ 

Ni 

Subsidiary  to  N 

Lad. 
Code 

Trans.  Codf 

J1 

L 

Lad. 
Code 

Trans.  Codf 

M 

Lad 
Da* 

Tr.  Cod* 

Dr 

Cr 

Dr's 

Cr's 

Dr's 

Cr's 

Dr'i 

Cr's 

1101 

Cash  Change  Funds 

X 

N 

N 

N 

N 

N 

N 

I    1102 

Imprest  Cash  Funds 

X 

N 

N 

N 

N 

N 

N 

1103 

Revolving  Cash  Funds 

X 

N 

N 

N 

N 

N 

N 

1104 

Cash  in  Treasury 

X 

N 

N 

N 

N 

N 

P 

517 

+ 

_ 

1105 

Cash  in  U.  S.  Treasury 

X 

N 

N 

N 

N 

N 

N 

1106 

Cash  with  Trustee  Bank 

X 

N 

N 

N 

N 

N 

R 

522 

+ 

_ 

1107 

Cash  on  Hand  at  FYE 

X 

N 

N 

N 

N 

N 

N 

1201 

Deferred  Accounts 
Receivable 

X 

N 

N 

N 

N 

N 

R 

512 

+ 

_ 

1203 

Accounts  Receivable  — 
Receipts 

X 

N 

N 

N 

N 

N 

R 

512 

+ 

_ 

1204 

Accounts  Receivable  — 
Expend  Abatements 

X 

N 

N 

N 

N 

N 

R 

512 

+ 

_ 

1205 

Accounts  Receivable  — 
Dishonored  Checks 

X 

N 

N 

N 

N 

N 

R 

519 

+ 

- 

1206 

Advances  Receivable 

X 

N 

N 

N 

N 

N 

R 

512 

+ 

- 

1207 

Notes  Receivable 

X 

N 

N 

N 

N 

N 

R 

518 

+ 

_ 

1208 

Loans  to  Students 

X 

N 

N 

N 

N 

N 

N 

1209 

Student  Loan 
Principal  Collected 

X 

N 

N 

N 

N 

** 

N 

N 

1210 

Student  Loan 
Principal  Cancelled 

X 

N 

N 

N 

N 

N 

R 

524 

- 

+ 

1211 

Accounts  Receivable  - 
Bonds  and  Coupons  Clear. 

X 

N 

N 

N 

N 

N 

R 

512 

+ 

- 

1212 

Allowance  for  Uncollected 
Accounts 

X 

N 

N 

N 

N 

N 

N 

1220 

Committment  Fees  Rec. 

X 

N 

N 

N 

N 

N 

N 

1301 

Due  From  State  Funds 

X 

N 

N 

N 

N 

N 

N 

1302 

Due  From  Federal  Govt 

X 

N 

N 

N 

N 

N 

N 

1303 

Due  From  Local  Govt. 

X 

N 

N 

N 

N 

N 

N 

1401 

Coupons  Submitted  for 
Co  flection 

X 

N 

N 

N 

N 

N 

N 

1402 

Securities  Submitted  for 
Collection 

X 

N 

N 

N 

N 

N 

N 

L 

1 
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I 

lasi    Upd-tud 

ICC  INDEXES     \r   GENERAL  LEDGER  CONTROL  ACCOUNT  SPECIFICATION  ANALYSIS 

11-01-79 

General 
Ladgar 
Control 
Account 
Coda 

General    Ladgar 

Control  Account   Name 

(EOP  File  Name) 

Normal 

Balance 

Encoding  Specification  and  Subsidiary   Ledger  Data 

1 

Subsidiary  to   1 

J1 

K 

L 

Subsidiary  to   L 

M 

Ni 

Subsidiary  to  N 

Lad. 
Cod* 

Trans.  Coda 

Lad. 
Cod* 

Trans.  Coda 

Lad. 
;ode 

Tr.  Cod* 

Dr 

Cr 

Dr's   |  Cr's 

Dr's 

Cr's 

Dr's 

Cr's 

1403 

Condemnation  Deposits 

X 

N 

N 

N 

N 

N 

N 

1404 

Certificate  of  Purchase 

X 

N 

N 

N 

N 

N 

N 

1405 

Student  Loan  Advances 
Receivables 

X 

N 

N 

N 

N 

N 

N 

1406 

Overdistributed  MT  ft  L 
Perm.  Funds 

X 

N 

N 

N 

N 

N 

N 

1501 

Inter-Entity  Loans 
Receivable 

X 

N 

N 

N 

N 

N 

N 

1601 

Mortgages 

X 

N 

N 

N 

N 

N 

N 

1602 

Federal  Securities  — 
Book  Value 

X 

N 

N 

N 

N 

N 

N 

1603 

Federal  Securities  -  Cost 

X 

N 

N 

N 

N 

N 

N 

1604 

State  Securities  -  Par 

X 

N 

N 

N 

N 

N 

N 

1605 

State  Securities  -  Cost 

X 

N 

N 

N 

N 

N 

N 

1606 

Local  Government 
Securities  Par 

X 

N 

N 

N 

N 

N 

N 

1607 

Local  Government 
Securities  Cost 

X 

N 

N 

N 

N 

N 

N 

1608 

Other  Investments  -  Par 

X 

N 

N 

N 

N 

N 

N 

1609 

Other  Investments  - 
Cost 

X 

N 

N 

N 

N 

N 

N 

1610 

Unamortized  Premiums 

X 

N 

N 

N 

N 

N 

N 

1611 

Interest  Purchased 

X 

N 

N 

N 

N 

N 

N 

1612 

Deferred  Gains 

X 

N 

N 

N 

N 

N 

N 

1613 

Transfers  to  STIP- 
Principal 

X 

N 

N 

N 

N 

N 

N 

1614 

Transfers  to  STIP 
Accrued  Int.  Purchased 

X 

N 

N 

N 

N 

N 

N 

1615 

Deferred  Comp.  Fixed 
Annuity 

X 

N 

N 

N 

N 

N 

N 

1616 

Deferred  Comp. 
Variable  Annuity 

X 

N 

N 

N 

N 

N 

N 

1617 

Deferred  Comp. 
Bank  Savings 

X 

N 

N 

N 

N 

N 

N 

1618 

Deferred  Comp. 
Other  Savings 

X 

N 

N 

N 

N 

N 

N 

1619 

Deferred  Comp. 
Life  Insurance 

X 

N 

N 

N 

N 

N 

N 

l*W._a_ 
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ICC  INDEXES     P-   GENERAL  LEDGER  CONTROL  ACCOUNT  SPECIFICATION  ANALYSIS 

11-01-79 

General 
Ladgar 
Control 
Account 
Coda 

General   Ladgar 

Control  Account  Mama 

(EDP  File  Name) 

Encoding  Specification  and  Subsidiary  Ladgar  Data 

Balance 

1 

Subsidiary  to  1 

Jl 

K 

L 

Subsidiary  to  L 

M 

t 
N1 

Subsidiary  to  N 

Lad. 
Code 

Trans.  Coda 

Lad. 
Coda 

Trans.  Coda 

Lad. 

Ma- 

rr. Cod* 

Dr 

Cr 

Dr's 

Cr's 

Dr's 

Cr's 

Dr's  Cr's 

1620 

Mort.  Payment  Clearing 
Account 

X 

N 

N 

N 

N 

N 

N 

1630 

Revenue  Account 

X 

N 

N 

N 

N 

N 

N 

1631 

Sinking  Fund  Account 

X 

N 

N 

N 

N 

N 

N 

1632 

Principal  Account 

X 

N 

N 

N 

N 

N 

N 

1633 

Interest  Account 

X 

N 

N 

N 

N 

N 

N 

1634 

Mortgage  Purchase  Acct. 

X 

N 

N 

N 

N 

N 

N 

1635 

Capitalized  Interest  Acct. 

X 

N 

N 

N 

N 

N 

N 

1636 

Debt  Service  Reserve  Acct. 

X 

N 

N 

N 

N 

N 

N 

1637 

Mortgage  Reserve  Acct. 

X 

N 

N 

N 

N 

N 

N 

1638 

Optional  Redemption  Acct. 

X 

N 

N 

N 

N 

N 

N 

1639 

Special  Redemption  Acct. 

X 

N 

N 

N 

N 

N 

N 

1640 

Investments  Administered 
by  Agencies 

X 

N 

N 

N 

N 

N 

R 

sai 

+ 

- 

1641 

Program  Operating  Acct. 

X 

N 

N 

N 

N 

N 

N 

1642 

Cost  of  Issuance  Acct. 

X 

N 

N 

N 

N 

N 

N 

1643 

Investments  with  Trustee 

X 

N 

N 

N 

N 

« 

N 

N 

1701 

Land 

X 

N 

N 

N 

N 

N 

N 

1702 

Buildings 

X 

N 

N 

N 

N 

N 

N 

1703 

Other  Improvements 

X 

N 

N 

N 

N 

N 

N 

1704 

Equipment 

X 

N 

N 

N 

N 

N 

N 

1705 

Other  Fixed  Assets 

X 

N 

N 

N 

N 

N 

N 

1706 

Construction  Work 
in  Progress 

X 

N 

N 

N 

N 

N 

N 

1707 

Accum  Depreciation  - 

Buildings 

X 

N 

N 

N 

N 

N 

N 

1708 

Accum  Depreciation  - 
Other  Improvement 

X 

N 

N 

N 

N 

N 

N 

1709 

Accum  Depreciation  - 
Equipment 

X 

N 

N 

N 

N 

N 

N 
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ICC  INDEXES     l>   GENERAL  LEDGER  CONTROL  ACCOUNT  SPECIFICATION  ANALYSIS 

1 

11-01-79 

General 
Ledger 
Control 
Account 
Cod* 

General   Ledger 

Control  Account  Name 

(EDP  File  Name) 

Normal 
Balance 

Encoding  Specification  and  Subsidiary   Ledger  Data 

1 

SubsKfiary  to  1 

J1 

K 

L 

Subsidiary  to  L 

M 

Nl 

Subsidiary  to  N 

Led. 
Code 

Trans.  Coda 

Led. 
Code 

Trans.  Code 

Led. 
iod. 

Tr.  Code 

Dr 

Cr 

Dr's 

Cr's 

Dr's 

Cr's 

Dr's  Cr's 

1710 

Accum  Depreciation  - 
Other  Fixed  Assets 

X 

N 

N 

N 

N 

N 

N 

1801 

Property  Held  In  Trust 

X 

N 

N 

N 

N 

N 

N 

1802 

Merchandise  Inventory 

X 

N 

N 

N 

N 

N 

R 

518 

+ 

- 

1803 

Budgeted  Encumbrances 

X 

R 

421 

2859 

2958 

R 

P 

N 

N 

R 

511 

+ 

- 

1805 

Accrued  Interest 

X 

N 

N 

N 

N 

N 

N 

1806 

Non-Budgeted  Encumbrances 

X 

N 

R 

P 

N 

N 

R 

510 

+ 

- 

1807 

Accrued  Mort.  Int.  Rec. 

X 

N 

N 

N 

N 

N 

N 

1901 

Expense  Adv.  To  Empl. 

X 

N 

N 

N 

N 

N 

R 

518 

+ 

- 

1902 

Tran.  to  Construction 
Advance  Account 

X 

N 

N 

N 

N 

N 

N 

1903 

Advances  to  Fiscal 
Agents 

X 

N 

N 

N 

N 

N 

R 

518 

•♦ 

- 

1904 

Other  Advances 

X 

N 

N 

N 

N 

N 

R 

518 

+ 

- 

1905 

Other  Prepayments 

X 

N 

N 

N 

N 

N 

R 

518 

+ 

- 

1906 

Bond  Issuance  Cost 

X 

N 

N 

N 

N 

N 

N 

1907 

Prepaid  Interest 

X 

N 

N 

N 

N 

N 

N 

2101 

Accounts  Payable 

X 

N 

N 

N 

N 

N 

R 

513 

- 

♦ 

2102 

Inter-Entity  Loans 
Payable 

X 

N 

N 

N 

N 

N 

R 

513 

- 

+ 

2103 

Payroll  Deductions 
Clearing 

X 

N 

N 

N 

N 

N 

N 

2104 

Purchase  Contracts 
Payable 

X 

N 

N 

N 

N 

N 

N 

2114 

Mort.  Service  Fee 
Payable 

X 

N 

N 

N 

N 

N 

N 

2115 

Ace.  Bond  Interest  Payable 

X 

N 

N 

N 

N 

N 

N 

2201 

Accountability  for  Adv. 

X 

N 

N 

N 

N 

N 

N 

2301 

Accrued  Expenditures 

X 

N 

N 

N 

N 

N 

R 

515 

- 

+ 

2305 

Accrued  Withdrawals 

X 

N 

N 

N 

N 

N 

R 

515 

- 

+ 

2401 

Reserve  for  Deferred 
Accounts  Receivable 

X 

N 

N 

N 

N 

N 

N 
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ICC  INDEXES     |m>   GENERAL  LEDGER  CONTROL  ACCOUNT  SPECIFICATION  ANALYSIS 

11-01-79 

General 
Ledger 
Control 
Account 
Codt 

General  Ledger 

Control  Account  Name 

(EDP  File  Name) 

Encoding  Specification  and  Subsidiary  Ledger  Data 

Balance 

1 

Subsidiary  to   1 

J1 

K 

L 

Subsidiary  to  L 

M 

N1 

Jubwdiery  to  N 

Led. 
Code 

Trans.  Code 

Lad. 
Code 

Trans.  Code 

Led. 

ipda 

It.  Code 

Dr 

Cr 

Dr's 

Cr's 

Dr's   |  Cr's 

Dr'i  Cr's 

2403 

Reserve  for  Encumbrances 

X 

N 

N 

N 

N 

N 

N 

2404 

Reserve  for  Advance 
Receivable 

X 

N 

N 

N 

N 

N 

N 

2405 

Reserve  for  Due  Froms 

X 

N 

N 

N 

N 

N 

N 

2406 

Reserve  for  Non-Budgeted 
Encumbrances 

X 

N 

N 

N 

N 

N 

N 

2501 

Unaccumulated  Bonds 
Discounts 

X 

N 

N 

N 

N 

N 

N 

2502 

Unallocated  Bond 
Interest  Sold 

X 

N 

N 

N 

N 

N 

N 

2503 

Acct.  for  Stale-Dated 
Warrants 

X 

N 

N 

N 

N 

N 

N 

2504 

Acct.  for  Prop  Held 
in  Trust 

X 

N 

N 

N 

N 

N 

R 

520 

- 

+ 

2505 

Receipts  Collected  in 
Advanced 

X 

N 

N 

N 

N 

N 

N 

2506 

Uncleared  Collections 

X 

N 

N 

N 

N 

N 

R 

516 

- 

+ 

2507 

Act  Cancelled  Warrants 
Clearing 

X 

N 

N 

N 

N 

N 

N 

2508 

Due  to  Federal  Government 

X 

N 

N 

N 

N 

N 

N 

2509 

Unaccumulated 
Mortgage  Discounts 

X 

N 

N 

N 

N 

N 

N 

2510 

Cost  Allocation  Clearing 

X 

N 

N 

N 

N 

N 

N 

2511 

Deferred  Losses 

X 

N 

N 

N 

N 

* 

N 

N 

2512 

Accountability  to  STIP 
Participants  -  Cash 

X 

N 

N 

N 

N 

N 

N 

2513 

Accountability  to  STIP 
Participants  -  STIP  units 

X 

N 

N 

N 

N 

N 

N 

2514 

Deferred  Profits  on 
Land  Sales 

X 

N 

N 

N 

N 

N 

N 

2515 

Annuity  Reserve  Fund 

X 

N 

N 

N 

N 

N 

N 

2516 

Pension  Accumulation  Fund 

X 

N 

N 

N 

N 

N 

R 

521 

- 

+ 

2517 

Annuity  Saving  Interest 
Reserve 

X 

N 

N 

N 

N 

N 

N 

2518 

Accountability  to  Deferred 

Comp  Participants 

X 

N 

N 

N 

N 

N 

N 

2519 

Deposits  Payable 

X 

N 

N 

N 

N 

N 

N 

2530 

Unamortized  Bond  Premium 

X 

N 

N 

N 

N 

N 

N 
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ICC  INDEXES     p-   GENERAL  LEDGER  CONTROL  ACCOUNT  SPECIFICATION  ANALYSIS 

i 

Last   Updated 

11-01-79 

BlMfll 

Ledger 

Control 

Account 

Cod* 

G*n*ral   Ledger 

Control  Account   Nam* 

(EDP  Fil*  Nam*) 

Normal 

Balance 

Encoding  Specification  and  Subsidiary  Ledger  Data 

1 

Subsidiary  to  1 

J1 

K 

L 

Subsidiary  to  L 

M 

N1 

Subsidiary  to  N 

Lad. 
Cod* 

Trans.  Cod* 

Lad. 
Coda 

Trans.  Cods 

Lad. 
Soda 

Tr.  Cod* 

Dr 

Cr 

Dr's 

Cr's 

Dr's 

Cr's 

Dr's 

Cr's 

2601 

Long  Term  Debts  Payable 

X 

N 

N 

N 

N 

N 

R 

523 

- 

+ 

3101 

Estimated  Revenue 

X 

N 

R 

N 

R 

422 

1848 

1949 

P 

N 

3102 

Estimated  Income 

X 

N 

R 

N 

R 

422 

1848 

1949 

P 

N 

3201 

Appropriations  - 
Expenditures 

X 

R 

421 

1959 

1858 

R 

P 

N 

N 

N 

3205 

Appropriations  - 
Withdrawals 

X 

R 

421 

1959 

1858 

R 

P 

N 

N 

N 

3210 

Appropriations  -  Revert. 

X 

R 

423 

1939 

1838 

R 

P 

N 

N 

N 

4101 

Fund  Balance  -  General 

X 

N 

N 

N 

N 

N 

N 

4104 

Fund  Balance  (Institution 
Capital  Contributions) 

X 

N 

N 

N 

N 

N 

N 

4201 

Fund  Balance  - 
Special  Trusts 

X 

N 

N 

N 

N 

N 

N 

4301 

Working  Capital  Advance 

X 

N 

N 

N 

N 

N 

N 

4302 

Federal  Capital 
Contributions  Authorized 

X 

N 

N 

N 

N 

N 

N 

4401 

Reserve  for  Continuing 
Appropriations 

X 

N 

N 

N 

N 

N 

N 

4402 

Reserve  for  Undist. 
ST  IP  Earnings 

X 

N 

N 

N 

N 

N 

N 

4403 

Reserve  for 

Reverted  Appropriations 

X 

N 

N 

N 

N 

N 

N 

5101 

Revenue  (Budgeted) 

X 

N 

R 

N 

R 

422 

3948 

3849 

R 

N 

5102 

Income  (Budgeted) 

X 

N 

R 

N 

R 

422 

3948 

3849 

R 

N 

5103 

Revenue  (Non-Budgeted) 

X 

N 

R 

N 

N 

R 

N 

5104 

Income  (Non-Budgeted) 

X 

N 

R 

N 

N 

R 

N 

5105 

Revenue  Refunds 
(Bud.  Revenue) 

X 

N 

R 

N 

R 

422 

3948 

3849 

R 

N 

5106 

Income  Refunds 
(Bud.  Income) 

X 

N 

R 

N 

R 

422 

3948 

3849 

R 

N 

5107 

Revenue  Refunds 
(Non-Bud.  Revenue) 

X 

N 

R 

N 

N 

R 

N 

5108 

Income  Refunds 
(Non-Bud.  Income) 

X 

N 

R 

N 

N 

R 

N 

5109 

Prior  Year  Revenue 
Adjustments 

X 

N 

P 

N 

N 

N 

N 

5110 

Prior  Year  Income 

Adjustments 

X 

N 

P 

N 

N 

N 

N 
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ICC  INDEXES     ^   GENERAL  LEDGER  CONTROL  ACCOUNT  SPECIFICATION  ANALYSIS 

11-01-79 

General 
Ledger 
Control 
Account 
Coda 

General  Ledger 

Control  Account  Name 

(EDP  File  Name) 

Encoding  Specification  and  Subsidiary   Ledger   Data 

Balance 

• 

Subsidiary  to  1 

J1 

K 

I 

Subsidiary  to  L 

M 

N1 

Subsidiary  to  N 

Led. 
Code 

Trans.  Code 

L 

Lad. 
Code 

Trans.  Code 

Lad. 
:ode 

ft.  Code 

Or 

Cr 

Dr's 

Cr's 

Drs 

Cr's 

Dr's  Cr's 

5111 

Prior  Year  Revenue 

X 

N 

R 

N 

R 

422 

2948 

2849 

R 

N 

5112 

Prior  Year  Income 

X 

N 

R 

N 

R 
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2948 

2849 

R 

N 

5201 

Budgeted  Expenditures 

X 

R 

421 

4859 
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R 

R 

N 

N 

N 

5205 

Budgeted  Withdrawals 

X 

R 

421 

4859 

4958 

R 

R 

N 

N 

N 
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Non-Budgeted  Expend. 

X 

N 

R 

R 

N 

N 

N 
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Non-Budgeted  Withdrawals 

X 

N 

R 

R 

N 

N 

N 
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Prior  Year  Expenditure 
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X 

R 

423 

2839 
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R 

R 

N 

N 
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X 

R 

423 

2839 
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N 

N 
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R 

R 

N 

N 

N 
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X 
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P 

R 

N 

N 
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X 

N 
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R 

N 

' 

N 

N 
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X 

N 

N 

N 

N 

N 

N 
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X 

N 

N 

N 

N 

N 

R 

591 

+ 

- 

6201 

Cash  in  Time  Accounts 

X 

N 

N 

N 

N 

N 

R 
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+ 

- 

6202 

Cash  in  US  Treasury 

X 

N 

N 

N 

N 

N 

N 
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Investments  at  Cost 

X 

N 

N 

N 

N 

N 

N 
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X 

N 

N 

N 

N 

N 

N 

6303 

STIP  Units  at  Cost 

X 

N 

N 

N 

N 

N 

N 

6401 

General    Fixed  Assets- 
Land 

X 

N 

N 

N 

N 

N 

N 

6402 

General   Fixed  Assets- 
Buildings 

X 

N 

N 

N 

N 

N 

N 
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WPm 


CLASSIFICATION 


1101  Cash  Change  Funds 


Assets 


Cash 


DESCRIPTION    OF    CONTROL   ACCOUNT 


CODE 


Identifies  monies  withdrawn  from  a  Treasury  Fund  Account  to  be  used  to  provide  change  needed  to 
conduct  cashiering  or  similar  operations. 

Agencies  are  required  to  maintain  a  file  regarding  to  whom  each  change  fund  is  assigned  and  the 
amount  thereof. 

Approval  to  establish  a  change  fund  must  be  obtained  from  the  Department  of  Administration, 
Accounting  Division,  on  Form  DA-105  —  Request  to  Maintain  a  Non-Treasury  Cash  Fund,  available  from 
General  Services.    Periodic  internal  audits  are  to  be  made  to  determine  that  the  change  funds  are  intact. 


CLASSIFICATION 


GROUP 


1102 


Imprest  Cash  Funds 


Assets 


Cash 


DESCRIPTION    OF    CONTROL    ACCOUNT 


Identifies  monies  withdrawn  from  a  Treasury  Fund  Account  to  make  relatively  small  cash  purchases 
wherein  the  money  is  not  deposited  in  a  local  checking  account.    Accountability  for  imprest  cash  funds 
is  made  up,  at  any  particular  point  in  time,  by  cash  on  hand  and  authorized  paid-outs.     Imprest  cash 
funds  are  replenished  periodically  through  submission  of  Transfer-Warrant  Claims  summarizing  authorized 
paid-outs. 

Ledger  cards  are  to  be  maintained  by  the  agency  identifying  to  whom  each  imprest  cash  fund  is 
assigned. 

Approval  to  establish  imprest  cash  funds  must  be  obtained  from  the  Department  of  Administration, 
Accounting  Division,  on  Form  DA-105  —  Request  to  Maintain  a  Non-Treasury  Cash  Fund,  available  from 
General  Services.     Amounts  withdrawn  are  to  be  held  to  an  absolute  minimum  to  avert  unnecessarily 
withdrawing  investable  cash  from  the  Treasury. 

The  permitted  usage  of  imprest  cash  funds  is  described  in  the  Montana  Operations  Manual. 

Periodic  internal  audits  are  to  be  made  to  determine  that  the  imprest  fund  is  intact. 
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mmmm 


CLASSIFICATION 


GROUP 


Cash  in  Treasury 


Assets 


Cash 


DESCRIPTION    OF   CONTROL    ACCOUNT 


Identifies  the  amount  of  an  accounting  entity'i  cash  account  held  by  the  State  Treasury  Division. 
Control  Account  1104  may  be  encoded  only  on  the  following  forms: 

Debit  or  Credit  231  -  Transfer-Warrant  Claim 

Debit  or  CradH  232  -  No  Warrant  Transfer 

Credit  Only  233  -  Treasurer's  Check  Issued  Summery 

Credit  Only  234  —  Treesury  Disbursement  Advice 

Credit  Only  235  —  Agency  Warrant  Issued  Summery 

Credit  Only  236  -  Agency  Treasury  Check  Issued  Summery 

Credit  Only  237  —  Auditor's  Warrant  Issued  Summary 

Debit  or  Credit  238  -  Warrant  Cancellation  Notice 

Debit  Onfy  239  -  Stale-Dated  Warrant  Cancellation  Notice 

Debit  Only*  241  -  Collection  Report 

Debit  or  Credit  242  —  Treasury  Deposit  Correction 

Credit  Only  243  -  Notice  of  Dishonored  Checks 

Debit  or  Credit  271  —  Journal  Vouchor 

Debit  or  Credit  272  -  Notice  of  U.S.  Treasury  Transaction 

Debit  or  Credit  273  -  Notice  of  Direct  Bank  Debit  end/or  Credit 

Debit  or  Credit  274  —  Notice  of  Transaction  Correction 

Debit  or  Credit  275  —  Intra  Treasury  Transfers 

Debit  or  Credit  276  —  Distribution  Voucher 
•Credits  to  1104  may  be  encoded  after  obtaining  permission  to  do  so  from  the  Dep*.  of  Administration,  Accounting  Divason. 

The  balance  of  each  entity's  Cash  in  Treasury  account  is  produced  daily  on  Form  651,  Cash  Position 
Report.  Credit  balance  will  not  be  permitted  in  an  accounting  entity's  Cash  in  Treasury  account  unless 
written  approval  to  do  so  is  obtained  from  the  Department  of  Administration,  Accounting  Division. 

Subsidiary  cash  accountability  is  available  upon  specific  approval  of  the  Department  of  Administration, 
Management  Systems  Division. 


If 

■»'      CODE 


CLASSIFICATION 


GROUP 


1107 


Cash  on  Hand  at  Fiscal  Year  End 


Assets 


Cash 


DESCRIPTION    OF    CONTROL   ACCOUNT 


To  allow  agencies  to  record  cash  on  hand  as  of  June  30,  that  has  not  been  deposited  in  the  State 
Treasury. 

Balances  in  this  account  must  be  cleared  by  July  month  end. 
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CODE 


CLASSIFICATION 


GROUP 


1201 


Deferred  Accounts  Receivable 


Assets 


Receivables 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  uncollected  balance  of  amounts  billed  for  services  rendered  or  products  supplied  by 
non-enterprise-type  accounting  entities. 

Receivables  accounted  in  this  control  account  are  fully  reserved  in  Control  Account  2401.  Control   Accounts 
1201  and  2401  are  always  encoded  on  the  same  transaction  line. 

When  Control  Account  1201  is  used,  an  entry  must  be  made  in  Field  N1  -  Subsidiary  Detail  Ledger 
Account  Number. 

On  a  monthly  basis.  Form  512,  Accounts  Receivable  Detail  Ledger,  is  distributed  to  user  agencies. 
This  ledger  details  the  balance  in  Control  Account  1201  as  of  the  applicable  month's-end. 

Before  accounts  receivable  may  be  cancelled,  procedures  must  be  followed  as  stated  in  MOM  Section 
2-1150.00. 

The  cancellation  of  all  accounts  receivable  require  the  approval  of  the  Department  of  Administration, 
Accounting  Division. 


CLASSIFICATION 


GROUP 


1203 


Accounts  Receivable  —  Receipts 


Assets 


Receivables 


DESCRIPTION   OF   CONTROL  ACCOUNT 


'Identifies  the  uncollected  balance  of  amounts  billed  by  enterprise-type  accounting  entities  for  services 
rendered  or  products  supplied  wherein  revenue  or  income  is  involved. 

When  Control  Account  1203  is  used,  an  entry  must  be  made  in  Field  N1  -  Subsidiary  Detail  Ledger 
Account  Number. 

On  a  monthly  basis.  Form  512,  Accounts  Receivable  Detail  Ledger,  is  distributed  to  user  agencies. 
This  ledger  details  the  balance  in  Control  Account  1203  as  of  the  applicable  month's-end. 

Before  accounts  receivable  may  be  cancelled,  procedures  must  be  followed  as  stated  in  MOM  Section 
2-1150.00. 

The  cancellation  of  all  accounts  receivable  require  the  approval  of  the  Department  of  Administration, 
Accounting  Division. 
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CLASSIFICATION 


Accounts  Receivable  —  Expenditure  Abatements 


Assets 


livable* 


DESCRIPTION   OF    CONTROL   ACCOUNT 


Identifies  the  uncollected  balance  of  amounts  billed  in  behalf  of  an  accounting  entity  to  recover 
•mounts  erroneously  expended.    Amounts  billed  are  to  be  credited  to  an  account  or  accounts  in  the 
nominal-disbursement  group. 

When  Control  Account  1204  is  used,  an  entry  must  be  made  in  Field  N1  •  Subsidiary  Detail  Ledger 
Account  Number. 

On  a  monthly  basis.  Form  512,  Accounts  Receivable  Detail  Ledger,  is  distributed  to  user  agencies. 
This  ledger  details  the  balance  in  Control  Account  1204  as  of  the  applicable  month's-end. 

Before  accounts  receivable  may  be  cancelled,  procedures  must  be  followed  as  stated  in  MOM  Section 
2-1150.00. 

The  cancellation  of  all  accounts  receivable  require  the  approval  of  the  Department  of  Administration, 
Accounting  Division. 


CLASSIFICATION 


Accounts  Receivable  —  Dishonored  Checks 


Assets 


Receivables 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  unrecovered  amount  of  dishonored  checks  rejected  from  a  deposit  credited  to  an  accounting 
entity,  purchased  by  the  State  Treasury  Division,  and  returned  to  the  responsible  agency  for  collection. 

This  entry  is  based  on  Form  243.  Notice  of  Dishonored  Checks,  prepared  by  the  State  Treasury  Division 
and  transmitted  to  the  agency  together  with  the  dishonored  check  and  applicable  bank  notices. 

When  accounts  receivable  resulting  from  dishonored  checks  are  recorded,  the  typical  credit  is  to  Control 
Account  1104  —  Cash  in  Treasury.  When  accounts  receivable  resulting  from  dishonored  checks  are  written 
off,  the  control  account  credited  when  the  applicable  collection  was  deposited  is  debited. 

Before  accounts  receivable  may  be  cancelled,  procedures  must  be  followed  as  stated  in  MOM  Section 
2-1150.00. 

The  cancellation  of  all  accounts  receivable  require  the  approval  of  the  Department  of  Administration, 
Accounting  Division. 

When  Control  Account  1205  is  used,  an  entry  must  be  made  in  Field  N1  •  Subsidiary  Detail  Ledger 
Account  Number. 

On  a  monthly  basis.  Form  519,  Accounts  Receivable  -  Dishonored  Checks  Detail  Ledger,  is  distributed 
to  user  agencies.    This  ledger  details  the  balance  in  Control  Account  1205  as  of  the  applicable  month's-end. 
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CODE 
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CLASSIFICATION 


1301 


Due  From  State  Funds 


Assets 


Due  From 


DESCRIPTION    OF    CONTROL    ACCOUNT 


Identifies  the  amount  receivable  from  other  State  accounting  entities  wherein  a  loan  or  a  billing  for 
services  rendered  or  materials  supplied  is  not  involved. 

Transactions  recorded  in  this  control  account  are  fully  reserved  in  Control  Account  2405.    When  used. 
Control  Account  1301  must  always  be  combined  with  Control  Account  2405  in  the  same  transaction. 

Agencies  are  required  to  maintain  records  sufficient  to  detail  the  balance  of  this  control  account. 


CLASSIFICATION 


GROUP 


1501 


Inter-Entity  Loans  Receivable 


Assets 


Inter-Entity  Loans 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  amount  loaned  by  one  State  accounting  entity  to  another  which  has  not  yet  been 
repaid. 

Agencies  are  required  to  maintain  records  sufficient  to  detail  the  balance  of  this  control  account. 
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CLASSIFICATION 


Land 


Anets 


Non-General   Fixed  Anets 


COPE 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  amount  inverted  in  land  by  enterprise  or  trust-type  accounting  entities. 
Land  purchased  from  other  accounting  entities  is  to  be  recorded  in  Control  Account  6401  •  General 
Land,  provided  in  the  General  Fixed  Asset  Fund. 

Records  are  to  be  maintained  by  the  agency  to  identify  the  composition  of  this  control  account. 


Property  Held  in  Trust 


CLASSIFICATION 


Assets 


Miscellaneous  Assets 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  value  assigned  to  property  (other  than  cash)  held  by  the  State  in  a  safekeeping  trust, 
custodial,  or  fiduciary  capacity. 

The  required  entry  to  record  the  receipt  of  applicable  items  is: 

DEBIT  :      1801  -  Property  Held  in.  Trust 

CREDIT:     2504  -  Accountability  for  Property  Held  in  Trust 

Records  are  to  be  maintained  by  the  agency  to  identify  the  composition  of  this  control  account. 
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Identifies  the  amount  of  appropriated  spending  authority  which  has  been  committed  to  a  specified  purpose 
(specifically  reserved  for  disbursement  at  a  future  time). 

Amounts  recorded  in  Control  Account  1803  are  fully  offset  in  Control  Account  2403  —  Reserve  for 
Encumbrance.    Control  Accounts  1803  and  2403  must  always  be  identified  in  the  same  transaction. 

When  Control  Account  1803  is  used: 

•  An  entry  must  be  made  in  Field  I  -  Appropriation. 

•  An  entry  must  be  made  in  Field  J1  •  Responsibility  Center. 

•  An  entry  must  be  made  in  Field  N1  -  Subsidiary  Detail  Ledger  Account  Number. 

On  a  monthly  basis.  Form  511,  Encumbrance  Detail  Ledger,  is  distributed  to  user  agencies.    This  ledger 
details  the  balance  in  Control  Account  1803  as  of  the  applicable  month's-end. 


COPE 


CLASSIFICATION 


1901 


Expense  Advances  to  Employees 


Assets 


Prepayments 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  amount  of  monies  advanced  to  an  employee  to  cover  anticipated,  authorized  travel 
expenses  wherein  the  amount  advanced  has  not  been  made  from  a  revolving  cash  fund. 

Expense  advances  are  liquidated  by  returning  the  unused  balance  of  amounts  advanced  or  submitting 
properly  documented  travel  claims  to  account  for  amounts  advanced  as  expended. 

When  Control  Account  1901  is  used,  an  entry  must  be  made  in  Field  N1,  Subsidiary  Detail  Ledger 
Account  Number. 

On  a  monthly  basis.  Form  518,  Prepayment  Detail  Ledger,  is  distributed  to  user  agencies.    This 
ledger  details  the  balance  in  Control  Account  1901  as  of  the  applicable  month's-end. 

The  Form  518  ledger  will  print  employee  name  when  single  vendor  Transfer-Warrant  Claims  (Form 
231 's)  are  used  to  establish  the  advance. 
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Identifies  the  amount  obligated  to  be  paid  for  materials  or  services  received.  Obligations  will  be 
recorded  as  accounts  payable  only  when  it  is  meaningful  and  informative  to  do  so.    Usually,  the 
accounts  payable  account  will  be  utilized  only  by  enterprise-type  accounting  entities. 

At  year-end,  the  obligations  of  an  accounting  entity  which  are  not  subject  to  budgetary  control  are 
to  be  accrued  through  use  of  the  accounts  payable  control  account  (disbursements  accounted  in  Control 
Account  5206  •  Non-Budgeted  Expenditures  or  5207  •  Non-Budgeted  Withdrawals). 

Whenever  obligations  are  recorded  as  accounts  payable  they  are  not  to  be  recorded  also  as 
encumbrances. 

When  Control  Account  2101  is  used,  an  entry  must  be  made  in  Field  N1  -  Subsidiary  Detail  Ledger 
Account  Number. 

On  a  monthly  basis.  Form  513,  Accounts  Payable  Detail  Ledger,  is  distributed  to  user  agencies.    This 
ledger  details  the  balance  of  Control  Account  2101  as  of  the  applicable  month's-end. 


CLASSIFICATION 


GROUP 


Q01  Accountability  for  Advances 


Liabilities 


Advances 


DESCRIPTION    OF   CONTROL   ACCOUNT 


Identifies  the  amou.it  of  funds  received  by  an  accounting  entity  which  have  not  yet  been  expended. 
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code 


CLASSIFICATION 


GROUP 


2301 


Accrued  Expenditure* 


Expenditure  Accruals 


DESCRIPTION    OF   CONTROL    ACCOUNT 


CODE 


Identifies  the  unliquidated  balance  of  liabilities  recorded  against  an  accounting  entity  during  the  year-end 
expenditure  accrual  process.    Credits  recorded  in  Control  Account  2301  must,  with  the  exception  of 
special  adjustments,  be  simultaneously  recorded  as  an  expenditure  in  a  support  appropriation  through  use 
of  Control  Account-5201  Budgeted  Expenditures. 

Accrued  expenditure  liabilities  must  be  established  and  augmented  through  use  of  Form  251,  Expenditure 
Accrual  Report. 

Amounts  accrued  but  not  paid  are  to  be  adjusted-out  and  accounted  in  Control  Account  5208  -  Prior 
Year  Expenditure  Adjustments. 

On  a  monthly  basis,  the  Accured  Expenditure  Detail  Ledger,  Form  515,  is  distributed  to  user  agencies. 
This  ledger  details  the  balance  of  Control  Account  2301  as  of  the  applicable  month's-end. 

All  credit  entries  to  Control  Account  2301  must  be  approved  by  the  Department  of  Administration, 
Accounting  Division. 


CLASSIFICATION 


2401 


Reserve  for  Deferred  Accounts  Receivable 


Liabilities 


Reserves 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Contra  to  Control  Account  1201  -  Deferred  Accounts  Receivable 

Used  by  those  accounting  entities  which  ere  required  to  account  revenue  or  income  on  a  cash  basis. 
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DESCRIPTION    OF    CONTROL   ACCOUNT 


Contra  to  Control  Account  1803  •  Budgeted  Encumbrance*. 


CODE 
504 


CLASSIFICATION 


Accountability  for  Property  Held  in  Trust 


Liabilities 


Other 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Offset  to  Control  Account  1801,  Property  Held  in  Trust,  or  to  Control  Account  1104,  Cash  in 
Treasury,  wherein  the  asset  is-  held  by  the  State  in  a  pure  fiduciary  capacity. 

When  Control  Account  2504  is  used,  an  entry  must  be  made  in  Field  N1  -  Subsidiary  Detail 
Ledger  Account  Number. 

On  a  monthly  basis.  Form  520,  Accountability  For  Property  Held  in  Trust  Detail  Ledger,  b 
distributed  to  user  agencies.  This  ledger  details  the  balance  in  Control  Account  2504  as  of  the 
applicable  month's-end. 
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CODE 


SBAS    ICC    CONTROL    ACCOUNT    DESCRIPTIONS 


NAME 


CLASSIFICATION 


2506 


CODE 


Uncleared  Collections 


Liabilities 


Other 


DESCRIPTION    OF    CONTROL    ACCOUNT 


Identifies  the  amount  of  collections  which  are  pending  distribution. 

The  Uncleared  Collections  account  may  be  used  to  account  for  collections  wherein  the  correct 
disposition  is  not  known  at  the  time  of  collection  or  wherein  the  disposition  is  known  but,  through 
a  clearing  fund  accounting  entity,  the  required  distribution  is  to  be  made  at  a  later  date. 

All  entries  to  Control  Account  2506  must  be  combined  with  an  entry  in  Field  N1  -  Subsidiary 
Detail  Ledger  Account  Number.  A  uniform  series  of  subsidiary  detail  ledger  account  numbers  are 
prescribed  for  use  by  all  accounting  entities. 

On  a  monthly  basis.  Form  516.  Uncleared  Collections  Detail  Ledger,  is  distributed  to  user  agencies. 
This  ledger  details  the  balance  of  Control  Account  2506  as  of  the  applicable  month's-end. 


CLASSIFICATION 


3101 


Estimated  Revenue 


Budgetary 


Receipts 


DESCRIPTION    OF    CONTROL    ACCOUNT 


Identifies  the  amount  of  cash  anticipated  to  be  collected  to  support  the  cost  of  operating  State 
government.  Sources  of  anticipated  revenue  vary.  For  example:  tax  levies;  fees;  licenses;  federal 
grants;  private  grants;  interest;  investment  earnings;  sale  of  products  or  services  to  the  public;  bond 
proceeds;  etc.     Revenue  budgeted  may  be  on  a  net  collections  basis  (after  refunds). 

Debit  or  credit  entries  increasing  or  decreasing  the  amount  anticipated  to  be  collected  must  be 
generated  by  the  Office  of  Budget  and  Program  Planning. 

At  year-end,  the  amount  of  actual  collections  recorded  in  Control  Account  5101,  and  revenue 
collections  refunded  (recorded  in  Control  Account  5105),  are  closed  into  this  control  account.     The 
resultant  balance  is  closed  into  Control  Account  4101  -  Fund  Balance  —  General. 
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SBAS    ICC    CONTROL    ACCOUNT    DESCRIPTIONS 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  amount  appropriated  or  authorized  to  be  expended  to  cover  the  general  cost  of  operating 
State  government. 

Debit  or  credit  entries  increasing  or  decreasing  the  amount  appropriated  or  authorized  to  be  expended 
must  be  generated  by  the  Office  of  Budget  and  Program  Planning.    All  allocations  must  be  reviewed  by 
the  Office  of  Budget  and  Program  Planning. 

At  year-end,  the  amount  of  actual  expenditures  recorded  in  Control  Account  5201  -  Budgeted 
Expenditures  and  5211  •  Prior  Year  Expenditures,  are  closed  into  this  control  account.    The  resultant 
balance  is  closed  into  Control  Account  4101  -  Fund  Balance  —  General. 


CLASSIFICATION 


GROUP 


Fund  Balance  —  General 


Fund  Balance 


General 


DESCRIPTION    OF    CONTROL   ACCOUNT 


PRE-BUDGET:  Identifies  the  difference  between  an  accounting  entity's  assets  and  liabilities. 

WITH-BUDGET:        Identifies  the  difference  between  an  accounting  entity's  assets  and  liabilities 
and  the  difference  between  estimated  receipts  and  budgeted  disbursements. 


N«w    10/78 


3-31 


Used  only  at  year-end,  this  control  account  identifies  the  amount  of  spending  authority  being  carried 
forward  from  the  previous  fiscal  year(s)  into  the  succeeding  fiscal  year.  It  identifies  that  portion  of  an 
accounting  entity's  equity  that  is  set  aside  in  anticipation  of  disbursements  in  future  fiscal  years. 

At  fiscal  year-end,  the  unexpended  portion  of  the  appropriation  authority  is  transferred  to  this  control 
account.  As  an  opening  entry  in  the  new  fiscal  year,  the  balance  of  Control  Account  4401  is  transferred 
to  the  appropriate  budgetary  control  account,  thereby  continuing  the  budgetary  authority. 

Permission  to  continue  an  appropriation  must  be  obtained  from  the  Office  of  Budget  and  Program 
Planning. 


NAME 


CLASSIFICATION 


GROUP 


5101 


Revenue  (Budgeted) 


Nominal 


Receipts 


DESCRIPTION   OF   CONTROL  ACCOUNT 


Identifies  the  amount  of  cash  collected  to  support  the  cost  of  operating  State  government.    Sources 
of  revenue  include  but  are  not  limited  to:    tax  levies,  fees;  licenses;  grants;  interest;  penalties;  investment 
earnings;  sale  of  products  or  services  to  the  public;  etc 

All  transactions  recorded  in  this  control  account  must  relate  to  Control  Account  3101  -  Estimated 
Revenue.    At  year-end,  the  balance  in  Control  Account  5101  is  closed  into  Control  Account  3101. 

To  avert  overstating  the  magnitude  of  the  State's  financial  operations,  an  Kern  may  be  accounted 
as  revenue  only  once. 

Revenue  collections  refunded  may  be  accounted  in  Control  Account  5105  or  transacted  by  debiting 
this  control  account. 

A  revenue  estimate  and  an  object  of  revenue  must  be  recorded  in  Field  L  and  M,  respectively,  when 
this  control  account  is  used. 
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CLASSIFICATION 


Prior  Year  Revenue 


Nominal 


GROUP 


Receipts 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  amount  of  revenue  collected  in  prior  fiscal  years  that  has  been  carried  forward  to 
achieve  nominal  and  budgetary  accounting  for  a  period  in  excess  of  one  fiscal  year.    All  transactions 
must  be  identified  in  terms  of  a  revenue  estimate  and  detailed  in  terms  of  an  object  of  revenue. 
This  control  account  is  to  be  used  only  in  connection  with  continuing  revenue  estimates. 

Permission  to  use  this  continuing  revenue  estimate  feature  must  be  obtained  in  writing  from  the 
Office  of  Budget  and  Program  Planning. 

See  Control  Account  5101  for  the  definition  of  revenue. 


NAME 


CLASSIFICATION 


5201  Budgeted  Expenditures 


Nominal 


Disbursements 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  total  amount  expended  for  general  State  operations. 

All  transactions  recorded  in  this  control  account  must  relate  to  Control  Account  3201  •  Appropriations 
-Expenditures.    At  year-end,  the  balance  in  Control  Account  5201  is  closed  into  Control  Account  3201. 

To  avert  overstating  the  magnitude  of  the  State's  financial  operations,  an  item  may  be  accounted  for 
as  a  budgeted  expenditure  only  once. 

Amounts  collected  may  be  transacted  as  an  abatement  (reduction  of  amounts  previously  accounted  as 
an  expenditure)  if  applicable  criteria  are  satisfied. 

A  responsibility  center  must  be  identified  in  Field  J1  when  this  control  account  is  used.    An  appropriation 
must  be  identified  in  Field  I  when  this  control  account  is  used. 

An  object  of  expenditure  must  be  recorded  in  Field  K. 
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CLASSIFICATION 


GROUP 


5206 


Non-Budgeted  Expenditures 


Nominal 


Disbursements 


DESCRIPTION   OF   CONTROL  ACCOUNT 


Identifies  the  total  amount  expended  relative  to  the  cost  of  operating  State  government  wherein  the 
cost  is  not  properly  classified  as  a  withdrawal  and  is  not  subject  to  budgetary  control. 

At  year-end,  the  balance  in  this  control  account  is  closed  directly  into  Control  Account  4101  •Fund 
Balance  —  General. 

To  avert  overstating  the  magnitude  of  the  State's  financial  operations,  an  item  may  be  accounted  as 
a  non-budgeted  expenditure  only  once. 

Amounts  collected  may  be  transacted  as  an  abatement  (reduction  of  amounts  previously  accounted  as 
a  non-budgeted  expenditure)  if  applicable  criteria  are  satisfied. 

A  responsibility  center  must  be  identified  in  Field  J1  if  this  control  account  is  used. 

An  object  of  expenditure  must  be  recorded  in  Field  K. 

This  control  account  is  not  to  be  used  with  accounting  entities  in  the  General  Fund,  Earmarked  Revenue 
Fund,  Federal  and  Private  Revenue  Fund  or  Revolving  Fund. 


CLASSIFICATION 


GROUP 


5211 


Prior  Year  Expenditures 


Nominal 


Disbursements 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  amount  of  expenditures  disbursed  in  prior  fiscal  years  that  have  been  carried  forward 
to  achieve  continuing,  nominal,  and  budgetary  accounting  for  a  period  in  excess  of  one  fiscal  year. 
All  transactions  must  be  identified  in  terms  of  an  appropriation  and  detailed  in  terms  of  object  of 
expenditures. 

This  control  account  is  to  be  used  only  in  connection  with  continuing  appropriations. 

Permission  to  use  the  continuing  appropriation  feature  must  be  obtained  in  writing  from  the  Office 
of  Budget  and  Program  Planning. 

See  Control  Account  5201  for  the  definition  of  expenditures. 
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CLASSIFICATION 


GROUP 


CODE 


General  Land 


Resources 


Investments  in  Fixed  Assets 


DESCRIPTION    OF    CONTROL   ACCOUNT 


Identifies  the  amount  invested  in  land  by  specified  accounting  entities.  This  control  account  is  utilized 
only  in  the  General  Fixed  Asset  Fund. 

Agencies  are  required  to  maintain  records  sufficient  to  detail  the  balance  of  this  control  account. 

Amounts  recorded  in  this  control  account  are  to  be  offset  in  a  control  account  within  the  8100  series 
as  dictated  by  the  fund  from  which  the  land  was  purchased. 


CLASSIFICATION 


General  Fund  Fixed  Asset  Investments 


Reserves  and  Gen.  Liab. 


General  Fixed  Assets 


DESCRIPTION    OF   CONTROL  ACCOUNT 


Identifies  the  total  amount  of  fixed  assets  purchased  from  the  General  Fund  Account. 
This  control  account  is  used  only  in  the  General  Fixed  Asset  Fund.    This  control  account  is  an 
offset  to  Control  Accounts  6401  -  6406,  insofar  as  the  General  Fund's  investments  are  concerned. 
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CLASSIFICATION 


WW 


Transaction  Clearing 


Other 


Clearing 


DESCRIPTION   OF    CONTROL   ACCOUNT 


COPE 


This  control  account  is  used  to  record  ■  financial  transaction  under  the  following  circumstances: 

—  When  the  two  general  ledger  control  accounts  involved  in  the  transaction  both  require  an 
appropriation,  responsibility  center  or  object  of  expenditure  to  be  recorded  in  Fields  I,  J1,  or  K1. 

—  When  the  two  general  ledger  control  accounts  involved  in  the  transaction  both  require  a  revenue 
estimate  and  an  object  of  revenue  to  be  recorded  in  Fields  L  or  M. 

—  When  one  of  the  two  general  ledger  control  accounts  involved  in  the  transaction  requires  an 
appropriation,  responsibility  center  or  object  of  expenditure  to  be  recorded  in  Fields  I,  J1,  or  K1 
and  the  other  general  ledger  control  account  requires  a  revenue  estimate  or  object  of  revenue  to 
be  recorded  in  Fields  L  or  M. 

—  When  the  two  general  ledger  control  accounts  involved  in  the  transaction  both  require  a  subsidiary 
detail  ledger  account  number  to  be  recorded  in  Field  N1. 

After  all  the  transactions  identified  on  a  document  have  been  recorded,  the  balance  of  Control  Account 
9999  must  zero-out  on  an  accounting  entity,  agency  subdivision   basis. 


CLASSIFICATION 


DESCRIPTION    OF    CONTROL   ACCOUNT 
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STATEWIDE   BUDGETING   AND   ACCOUNTING   SYSTEM 


TRAINING      CLASS 


PART  FOUR:       REVIEW  OF  THE  SYSTEM'S  ENCODING 
SPECIFICATIONS  AND  INFORMATION 
AND  CONTROL  CORE  INDEXES 

•  INTRODUCTION 

•  BASIC  ENCODING  SPECIFICATIONS 

•  INFORMATION  AND  CONTROL  CORE 

AGENCY  INDEX   (Partial) 

ACCOUNTING  ENTITY  INDEX  (Partial) 

CONTROL  ACCOUNT  INDEX  (See  Part  Three) 

FUNCTIONS 

PROGRAM  INDEX  (Partial) 

OBJECT  OF  EXPENDITURE   INDEX  (Partial) 

STATEWIDE  REVENUE  CLASSIFICATION  (Partial) 

OBJECT  OF  REVENUE  INDEX   (Sample) 

FORMS  INDEX  (Complete) 

RESPONSIBILITY  CENTER  ATTRIBUTES  (Example) 

REPORTING  CENTER  SPECIFICATIONS  (Example) 


INTRODUCTION 


It  is  the  objective  of  this  part  of  the  training  class  to  thoroughly  examine  the  System's 
encoding  specifications.  Without  a  firm  understanding  of  these  requirements,  it  is  unlikely  that 
the  user  will  be  able  to  successfully  record  financial  transactions. 

In  connection  with  the  encoding  specifications,  portions  of  the  System's  Information  and 
Control  Core      (except   control   accounts)     are  presented  and  reviewed.     These  indexes  will  be 
referenced  again   in  recording  selected  typical  transactions  (Part   Five). 
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2-0900.00  BASIC  ENCODING  SPECIFICATIONS 

2-0900.10  INTRODUCTION 

All  financial  transactions  to  be  recorded  in  an  accounting  entity  within  the  Treasury  Fund 
Structure  must  be  properly  detailed  through  the  use  of  the  Data  Processing  Encoding  Summary 
provided  on  each  Statewide  Budgeting  and  Accounting  System  form. 

With  the  approval  of  the  Department  of  Administration,  Accounting  Division,  pre-punched 
data  cards  or  data  tapes  may  be  accepted  as  an  input  media.     In  all  applications,  however,  that 
data  must  be  supported  by  the  complete  forms  to  which  they  relate. 

When  inputting  transactions  directly  into  the  computer  via  a  Remote  Job  Entry  Terminal, 
the  Accounting  Division  will  determine,  on  an  individual  agency  basis,  the  requirements  relative  to 
hard  copy  documentation. 

In  this  chapter,  the  basic  rules  relative  to  encoding  transactions  are  detailed.     Specific  instruct- 
tions  are  presented  in  other  chapters  of  the  Manual. 

2-0900.20  INVALID  TRANSACTIONS 

Any  transaction  line(s)  on  a  document  which  fails  to  satisfy  all  applicable  encoding  require- 
ments will  cause  the  entire  document  to  be  stored  in  a  computer-based  "error-suspense"  file.     In 
coordination  with  the  agency  originating  the  document,  the  Accounting  Division  will  inquire    into 
the  computer  for  the  rejected  transaction  line(s)  and  will  be  able  to  correct  the  document  with  an 
on-line  terminal  without  having  to  send  the  document  back  to  the  agency.     This  process  is  accom- 
plished without  the  document  leaving  the  computer  system,  i.e.,  the  document  does  not  have  to  be 
re-keypunched  for  input  to  the  system  because  of  the  incorrect  transaction(s). 

If  necessary,  documents  containing  invalid  transactions  will  be  returned  to  the  originating 
agency  for  correction.     Errors  noted  will  be  detailed  in  the  transmittal  accompanying  the  rejected 
documents. 

2-0900.30  BATCH  BALANCE  DATA  EDITS 

Each  of  the  encoding  specifications  described  herein  are  performed  as  part  of  the  System's 
computer  routine  referred  to  as  "batch  balance  data  edits."  Additional  edits  may  be  added  in  the 
future— as  required— and  edits  now  provided  can  be  modified  or  eliminated  -  if  justifiable. 

Additional  pre-audits  of  transactions  submitted  for  recording  are  made  manually  by  the 
Accounting  Division.     Documents  may  be  returned  to  an  agency  for  corrective  action  based  on  pro- 
blems detected  as  the  result  of  this  pre-audit. 
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2-0910.00  FIELDS 

2-0910.10  GENERALLY 

The  Data  Processing  Encoding  Summary  is  divided  into  the  following  fields; 


DESIGNATION 

NAME 

- 

Line 

A 

Transaction  Date  (optional) 

B 

Form  Code 

C 

Input  Agency 

D 

Document   Number 

E 

Record  for  Agency 

F 

Accounting  Entity 

G1 

General   Ledger  Control  Account  - 

Debits 

G2 

General   Ledger  Control  Account  - 

Credits 

H 
I 

Transaction  Amount 
Appropriation 

J1 

Responsibility  Center 

J2 

Sign  +/- 

K1 

Object  of  Expenditure 

K2 

Not  encoded 

L 

Revenue  Estimate 

M 

Object  of  Revenue 

N1 

Subsidiary  Detail   Ledger  Account 

Number 

N2 

Encumbrance  Sign  P/F 

O 

Name/Transaction   Description 

2-0910.20  REQUIRED  FIELDS 

Each  transaction  to  be  recorded  requires  an  entry  to  be  made  in  Fields  A  through  E  and  H. 

2-0910.21  MINICODING 

When  MiniCoding  a  SBAS  form  that  permits  MiniCoding,  the  required  fields  are  E,  H,  J1,  J2 
(except  Transfer-Warrant  Claim  and  Collection  Report)  and  either  K1  or  M. 

2-0910.22  MAX  I  CO  DING 

When  MaxiCoding  any  form,  each  transaction  to  be  recorded  requires  an  entry  to  be  made 
in  Fields  A  through  H.     In  addition,     Fields  J1   and  either  K1   or  M  are  required  if  the  activity  affects 
a  nominal  control  account. 
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2-0910.30  PROVISIONAL  FIELDS 

Fields  F,  G1,  G2,  I   -  O  are  provisional:  entries  in  these  fields  depend  upon  whether  the 
transaction  line  is  being  MiniCoded  or  MaxiCoded.     The  rules  are  described   in  this  Chapter  of  MOM. 

2-0910.31  MINICODING 

When  MiniCoding  a  SBAS  form  that  permits  MiniCoding,  the  provisional  fields  are  N1, 
N2,  and  0. 

2-0910.32  MAXICODING 

When  MaxiCoding  any  form,  Fields  I  through  0  are  provisional.     Whether  or  not  an  entry 
is  required  in  these  fields  depends  upon  the  general  ledger  control  accounts  encoded  in  Field  G. 
The  rules  are  described  under  Field  G,  MOM  Section  2-0928.00. 
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2-0910.40         SIZE   AND   COMPOSITION 

In  summary,   the   holds  provided  within   the  Data   Processing   F- needing  Summary   have  the 
following   characteristics:      (All    fields   require   numeric  characters  unless   noted   otherwise.) 


FIELD 

SIZE    (DIGITS) 

STRUCTURE 

COMMENTS 
(FIELD) 

-  Line 

r 

None 

Precoded,   mod  input. 

A 

6 

XX                   XX                  XX 

Month        Day        Year 

All    6  digits  must   be    encoded, 
i.e.  06-01-75.  Encoding  is   optional. 

B 

3 

XXX 

Group        Function        Form 

Usually   preprinted   on   the   forms. 

C 

4 

X                     X                   XX 

Type        Dept        Unit 

Must  be   in   the   ICC. 

D 

1-7 

None 

Assigned   by    the   Agency 
(watch   out    for   duplicates). 

E 

4 

X                    X                   XX 

Type        Dept       Unit 

Must   be   in   the    ICC. 

F 

5 

XX                     XXX 

Fund        Account 

Must   be    in   the    ICC  and   assigned 
to   the   Record  For  Agency    (E). 

G 

4/4 

X                      X                        XX 

Class       Group       Account 

4  digits  required    in   each    sub-field. 

H 

99,999,999.99 

Standard   monetary   configuration 

Must   be  greater   than   zero. 

I 

5 

X                      X                       XXX 

Fund        Year        Sequence 

Must   be  assigned    to  Agency  (Eland 
Accounting   Entity    (F)    and   com- 
patible with   Control    Accounts  (G). 

J1 

10  Max. 

XXXXXXXXXX 

As   requirsd.      Must   be    in   the   ICC 
and    assigned    to    Record    For 

Agency    (E). 

J2 

1 

Either  plus  (+)  or  minus  (-). 

Depends  on  whether  activity  is  an  in- 
crease or  decrease  to  nominal  activity. 
Not  allowed  when  MaxiCoding. 

K1 

4 

X                           X                      XX 

Category       Object        Detail 

4  digits  mandatory    and    must   be 
in    ICC. 

K2 

1 

Cannot  be  encoded 

A  Responsibility  Center  Attribute. 

L 

5 

X                      X                         XXX 

Fund        Year        Sequence 

Must   be  assigned    to   Agency    lE) 
and    Accounting   Entity  (F)  and 
cornpatoble  with   Control    Accounts. 

M 

4 

XXXX 

4  digits  including  mandatory 
zeros.     Must  be  in  TCC  ana 
assigned  to  Record  For  Agency(E). 

N1 

14  Max. 

Required  structuring  in  some  applications 

N2 

r 

Either  P  or  F 

Partial  of  t-inal  encumbrance 
liquidation. 

O 

30** 

None 

Describe  the   transaction. 

"Alphabetic   Characters 

"Alphabetic  and/or   Nunwic  Characters 
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20920.00         SPECIFICATIONS  BY   FIELD-REQUIRED 
2-0921.00  LINE    FIELD 

2-0921.10         INTRODUCTION 

This   is  <i   lion  input    hHd   usi'd    in   n:ff ji line;   ti.in*»i<  lions  encoded   on  a  docurnonl 

2-0921.20  LIMITATION    RULE 

No  more  than  90   lines  may  be  input  on  any   one  document    (prime  document  and  encoding 
supplements,   il   used). 

2-0922.00         FIELD  A  -  TRANSACTION   DATE 
2-0922.10  INTRODUCTION 

"Transaction  Date"  represents     the  date  under  which  a   transaction   is  to  be  recorded. 

2-0922.20  BASIC   REQUIREMENT 

Each  financial  transaction  must  be  identified  in  terms  of  a  six-digit,  all  numeric  transaction 
date.  For  example.  07  01  75  oi  12-31-75.  The  date  is  optional;  if  not  encoded  on  the  document 
it  will  be  computer  generated  as  the  date  the  document  was  processed  by  the  computer. 

2-0922.30         CUTOFF   DATES 

Due  to  the  increasing  number  of  transactions  and  the  increasing  demand  for  computer  time, 
the  Accounting  Division  will  determine  the  monthly  cutoff  dates  on  a  yearly  basis  to  ensure  timely 
distribution  of  monthly  reports. 

2-0923.00         FIELD   B  -   FORM   CODE 

2-0923.10         INTRODUCTION 

The  Form  Code  serves  principally  to   identify   the  document  on  which   financial   transactions 
have  been  input      A:so,  on  the  basis  of   the  Form  Code,  various  data  edit  files  supplementing  the 
ICC   File,  are  created   (encumbrances  and  accrued   liabilities,   for  example).      External   software  entries, 
in  the  Treasurer's  Cash   Accountability  Account,  are  made  based   partially  on  the  Form   Code. 

On  MiniCoded  transactions,  the  Form  Code  is  used  to  denote  the  basic  generic  general  ledger 
entry. 

Each  form  is  provided  to  record  specific  classes  of  financial  transactions.    Consistent  usage 
of  the  various  forms,  as  prescribed  elsewhere  in  the  Manual,  is  vitally  important. 

The  Form  Index  (via  Form  181)  is  relatively  static.    Additions,  deletions  and  modifications 
will  be  made  as  required.    All  changes  must,  however,  be  input  by  the  Department  of  Administration. 

2-0923.20  BASIC  REQUIREMENT 

Each  financial  transaction  must  be  identified  in  terms  of  a  three-digit,  all  numeric  form  code. 
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2-0923.30         FORMS  INDEX  RESTRICTION 

Only  those  form  codes  established  in  the  Form  Index  (Form  181)  maybe  used  to  input 
financial   Iransaclions. 

2-0923.40  FORM  CODE  -  CONTROL  ACCOUNT  RESTRICTIONS 

The  following   lorms  are  reslricled   insular  as  Hit;  entry  made  in   Ihe  qeneial  ledyei   control 
account  (Field  G)   is  concerned: 


FORM 

PERMITTED  CONTROL  ACCOUNTS 

212 

3201 

3205 

4101 

4201 

4401 

213 

3201 

3205 

9999 

214 

3101 

3102 

4101 

4201 

215 

3101 

3102 

9999 

221* 

DR 
1803 

DR 
1806 

CR 
2403 

CR 
2406 

222 

1803 

1806 

2403 

2406 

223 

1803 

1806 

2403 

2406 

224* 

1803 

1806 

2403 

2406 

225 

1803 

1806 

2403 

2406 

237 

CR 
I  1104 

DR 
2201 

238 

1104 

2507 

5201 

5205 

5206 

5207 

5208 

CR 
5209 

DR 
5210 

5211 

5215 

239 

CR 
1104 

DR 
2503 

243 

CR 

1104 

DR 

1205 

CR 
6102 

DR 
7101 

9999 

251 

2301 

2305 

DR 
52U1 

DR 
5205 

DR 
5206 

DR 
5207 

DR 
5208 

DR 

5209 

9999 

261 

1201 

1203 

1204 

1206 

1301 

1302 

1303 

2401 

2404 

2405 

5101 

5102 

5103 

5104 

5105 

5106 

5107 

5108 

5109 

5110 

5111 

5112 

5201 

5205 

5206 

5207 

5208 

5209 

5211 

5215 

9999 

264 

1201 

1203 

1204 

1206 

2401 

2506 

5101 

5102 

5103 

5104 

5105 

5106 

5107 

5108 

5109 

5110 

5111 

5112 

5201 

5205 

5206 

5207 

5208 

5209 

5211 

5215 

9999 

272 

1104 

1105 

6102 

6202 

5101 

5102 

5103 

5104 

5105 

5106 

5107 

5108 

5109 

5110 

5111 

5112 

7101 

i 

'Form   221/224   is  the  combination    Requisition/Purchase  Order   Form. 
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2-0923.50         CASH   IN  TREASURY   RESTRICTION 

General   ledger  control  account    1104,   Cash    in   Treasury,  may  be  encoded  only  on   the 
lollowing   lorms  with   the  eflect   specified: 

FORM  EFFECT 
— D'-bil  Credit 


*231    -  Transfer-Warrant   Claim  X                   X 

*232   -  No  Warrant   Transfer  X                    X 

233  -  Treasurer's  Check    Issued   Summary  X 

234  —  Treasury   Disbursement  Advice  X 

235  —  Agency  Warrant   Issued  Summary  X 

236  —  Agency  Treasury   Check    Issued   Summary  X 

237  —  Auditor's  Warrant    Issued   Summary  X 

238  —  Warrant   Cancellation   Request  X                  X 

239  -  Stale-Dated  Warrant  Cancellation  Notice  X 

241  -  Collection   Report  X                  X** 

242  —  Treasurer's  Deposit  Correction  X                  X 

243  —  Notice  of   Dishonored   Checks  X 
*271    -  Journal  Voucher  X                   X 

272  —  Notice  of   U.S.  Treasury  Transaction  X                  X 

273  -  Notice  of  Direct   Bank   Debit  and/or  Credit  X                   X 

274  —  Notice  of  Transaction  Correction  X                   X 

275  —  Intra-Treasury  Transfers  X                   X 
*276  -  Distribution  Voucher  X                   X 

Total  debits  must   equal   total   credits  to   1104  on  a   per  document  basis. 
••Permission  to  encode  credit  transactions  to  Control  Account  1104  on  Form  241  must  be  obtained 
from  the  Department  of  Administration,  Accounting  Division. 

2-0924.00        FIELD  C  -  INPUT  AGENCY 
2-0924.10         INTRODUCTION 

The  Input  Agency  code  identifies  the  agency  submitting  transactions  to  be  recorded.     The 
Input  Agency  code  serves,   in  document  filing  applications,  as  a  prefix  to  the  document   number 
identified  in  Field  D. 

THE  INPUT  AGENCY  MAY  BE  DIFFERENT  THAN  THE  "RECORD  FOR  AGENCY"  ENCODED  IN 
FIELD  E.  WHEN  THIS  SITUATION  OCCURS,  A  COPY  OF  THE  APPLICABLE  DOCUMENT  IS  TO  BE  SENT 
BY  THE  INPUT  AGENCY  TO  THE  "RECORD  FOR  AGENCY". 

2-0924.20    BASIC  REQUIREMENT 

Each  financial  transaction  must  be  identified   in  terms  of  an   input  agency. 
2-0924.30         INDEX   RESTRICTION 

Only  those  codes  established   in   the  Agency   Index    (Form    111)   may  be  used   to  identify 
an  input  agency   in   Field  C. 

2-0925.00         FIELD  D  -  DOCUMENT  NUMBER 

2-0925.10         INTRODUCTION 

Each  document  generated  should  be  sequentially  numbered  through   use  of  up  to  a  seven- 
digit  number.     Each   form  used  by  each   input  agency   is  to  be  independently  controlled.     A 
Document   Numbering   Log  is  utilized  by  each   input  agency  to  record   numbers  assigned  and   to 
determine  their  processing  status. 
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2-0925.20        BASIC  REQUIREMENT 

Each  financial  transaction  must  be  identified   in  terms  of  a  document  number. 

2-0925.30         SIZE  AND  COMPOSITION 

The  document   number  must  be  all   numeric  not  exceeding  seven-digits. 

2-0925.40         NON-AVAILABILITY  OF  9  000  000  SERIES 

No  document   numbers  within   (he  9  000  000  series  may  be  assigned  by  agencies.      These 
document   numbers  are  reserved    lor   use  within   the  central   payroll  system. 

2-0925.50         ENCUMBRANCE   DOCUMENT   LIMITATION 

Forms  221,  222,  223,  224  225,  and  226  must  use  a  six-digit  document    number 
which  must  be  zero  filled  (for  example:     000001). 

2-0925.51         ACCRUAL  DOCUMENT   LIMITATION 

Form  251    must  use  a  four-digit  document  number. 

2-0925.60         MAINTENANCE  OF   DOCUMENT  NUMBERING    LOGS 

A  Document  Numbering   Log  should  be  maintained  for  each  type  of  form  used  by  an 
agency  to  assure  the  sequential,   non-repetitive  assignment  of  identifying  numbers  to  documents  to 
be  processed. 

The  Document   Numbering    Log   is  also  maintained   to   identify  documents  in  transit,  thereby 
facilitating  the  process  of  reconciling  financial  records  and  reports  with  agency  maintained  financial 
records  and  reports  -  when  applicable. 
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A  reduced  copy  of  the  recommended  Document  Numbering   Log  is  shown  below. 
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Prepared  for 
each  form  series 
used. 

Code  and  name 

of  agency  maintaining 

the  Document  Numbering 

Log. 


Mark  and   initial  as  document  is  vouched  to  its  register  or  daily  transaction 
listing  recordation.  Those  documents  not  marked  are  in-transit. 


Document's  transaction  date. 


.  Numbers  to  be  used  can  be  pre-iisted 
or  recorded  as  assigned. 
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2-0925.60         MAINTENANCE   OF   DOCUMENT   NUMBERING    LOGS   (Continued) 

If    the  same  series  of    forms   is   input    Irom   more   than   one  work   station  within   the  same 
agency,   care  must   be  taken   to   insure  that    the  same  series  of   document   numbers  are  not   used 
by  each  work  station.     At    least   two  procedures  can  be  used   to  avert   the  occurrence  of  duplicate 
number  series: 

Assign   the  document   numbers  from  a  central  work  station;  or 
Assign  a  series  of   numbers  to  each  work   station.      For  example: 

Series  Assigned 
Work   Station  A  1  000  000 

Work   Station   B  2  000  000 

Work   Station  C  3  000  000 

2-0926.00         FIELD   E   -  RECORD   FOR   AGENCY 
2-0926.10         INTRODUCTION 

All   financial   transactions  are  recorded   in   terms  of  an  accounting  entity.      Each  accounting 
entity   is  assigned   to  an  agency  for  administration  and,  where  required,   the  accounting  entity   is 
further  subdivided   by  agency  so  that   needed  financial    information  can  be  accumulated,  classified 
and  reported.      The  agency   for  which  a   transaction   is  to  be  recorded    (within  an  accounting  entity) 
is  identified   in  Field  E    -   Record    For  Agency.      This  code  may,   in  special  applications,  differ   from 
the  input  agency  code.     When   this  situation  occurs,  a  copy  of   the  document   must   be  provided   to 
the   Record   For  Agency   by   the  input  agency. 

2-0926.20        BASIC   REQUIREMENT 

Each  financial  transaction  must  be  identified   in  terms  of  a   "Record   For  Agency". 

2-0926.30         ACCOUNTING   ENTITY  CORRELATION 

Only  those  Agency  Codes  shown   in  the  Accounting  Entity   Index   (Form   121)  as  an 
administering  agency  or  agency  subdivision  of   the  subject  accounting  entity  may  be  encoded  in 
Field    E   in   combination  with  an  accounting  entity   identified   in  Field  F. 

2-0927.00         FIELD   F   -  ACCOUNTING   ENTITY 
2-0927.10         INTRODUCTION 

The  combination  of   a   fund  group  and  an  account   is  referred   to  as  an  accounting  entity. 
All  financial  transactions  processed  through  the    Treasury  must  be  identified  in  terms  of  an 
accounting  entity  or  entities  within  the  Treasury   Fund  Structure. 

Accounting  Entity   is   an    identifier  ledger  which  permits  financial  transactions  to  be 
distinctly  separated  so  that  they   may   be  classified,  recorded  and   the  results  thereof   reported   to 
management   in  terms  of  assets,   liabilities,  fund   balance  and  transitory   nominal  account  activities. 

Accounting   Entities  are  established  via    Form    121,   Accounting   Entity   Description.       Requests 
to  change  the  array  of    Accounting   Entities  may   be  originated   by   the  various  agencies  on   Form    1211 
All   changes  must,  however,  be   input   by   the  Department  of   Administration. 
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2-0927.10  INTRODUCTION  (Continued) 

Each  Accounting  Entity  is  assigned  to  an  agency  for  primary  administration.     Agency 
subdivisions  in  addition  to  the  administering  agency  (if  required)  are  provided  to  permit  financial 
transactions  to  be  further  detailed  and  to  acheive  an  effective  dissemination  of  basic  administrative 
responsibilities. 

2  0927.20  BASIC  REQUIREMENT 

Each  financial  transaction  must  be  identified  in  terms  of  the  Accounting  Entity  in  which 
it  is  to  be  recorded. 

If  the  financial  transaction    is  MiniCoded,  the  Accounting  Entity  field  would  not  be 
encoded  on  the  document  because  the  Accounting  Entity,  being  a  responsibility  center  attribute 
in  the  MiniCode  Module,  will  automatically  be  generated  when  the  transaction    is  expanded. 

2-0927.30  INDEX  RESTRICTIONS 

Only  those  Accounting  Entities  identified  in  the  Accounting  Entity  Index  (Form    121) 
may  be  used  to  identify  a  financial  transaction. 

2-0928.00      FIELD  G  -  GENERAL  LEDGER  CONTROL  ACCOUNT 

2-0928.10      INTRODUCTION 

General  ledger  control  accounts  are  used  to  record  the  assets,  liabilities,  fund  balance, 
nominal  and  budgetary  account  activities  within  each  accounting  entity.     Entries  in  this  field 
produce  the  self-balancing,  double-entry  set  of  accounts  for  each  accounting  entity. 

General  ledger  control  accounts  are  established  via  Form  131,  Control  Account  Descriptions. 
An  agency  may  request  additions,  deletions  or  modifications  to  the  resultant  index  on  Form  131  R 
but  changes  must  be  input  by  the  Department  of  Administration. 

Additional  information  regarding  the  recordation  of  financial  transactions  is  found  in 
Section  2-0430.00,  Control  Accounts  and  Chapter  2-4000,  Recording  Typical  Transactions. 

2-0928.20  BASIC  REQUIREMENT 

All  financial  transactions  encoded  lo  an  accounting  entity  in  bchall  of  a  "Record  For 
Agency"  must  be  expressed  in  terms  ol  debits  and  credits  to  general  ledger  control  accounts. 

If  the  financial  transaction  is  MiniCoded,  the  general  ledger  control  account  fields  would 
not  be  encoded  because  the  MiniCode  Module  will  automatically  generate  the  control  accounts 
utilizing  the  Form  Code  rules,  plus  or  minus  sign,  and  other  responsibility  center  attributes. 

2-0928.30  INDEX  RESTRICTIONS 

General  ledger  control  accounts  encoded  in  Field  G1  or  G2  must  be  included  in  ihe 
Control  Account  Index  (Form  131). 
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2-0928.40  CORRELATIONS 

2-0928.41  APPROPRIATION  CORRELATION      (REQUIRED) 

If  any  one  of  the  following  general   ledger  control  accounts  is  encoded  in  either 
portion  of  Field  G,  an  appropriation  must  be  encoded   in   Field   I: 


1803  —  Budgeted   Encumbrances 

'BUDGETARY  -   DISBURSEMENTS 
3201  -  Appropriations  -  Support 
3205  —  Appropriations  -  Withdrawals 
3210  —  Appropriations  -  Reverted 
3221  —  Appropriations  -  Transfers  Out 

'NOMINAL  -   DISBURSEMENTS 

5201  —  Support  Expenditures 

5205  -  Withdrawals 

5208  —  Prior  Year   Expenditure  Adjustments 

5209  -  Prior  Year  Withdrawl  Adjustments 
5211  —  Prior  Year  Support  Expenditures 
5215  -  Prior  Year  Withdrawals 

5221  -  Transfers  Out  -  Budgeted 
5231  -  PY  Transfers  Out  -  Budgeted 

NOTE:      An  appropriation   may  be  identified  only   if  one  of  the 

above  general  ledger  control  accounts  is  encoded  in   Field  G. 


'The  control  account  allowed  to  be  used  in  this  category,  fo/  a 
specific  appropriation,  is  determined  by  the  "Data  Processing   Encoding 
Summary    For   ICC"  on  the   Form  212  or  the  "Listing  of  Appropriations" 
that  established  the  spending  authority. 


2-0928.42  RESPONSIBILITY  CENTER      (REQUIRED) 

If  any  one  of  the  following  general   ledger  control  accounts  is  encoded  in  either 
portion  of   Field  G,  a  responsibility  center  number  must  be  encoded  in   Field  J1. 


1803  —  Budgeted  Encumbrances 
1806  —  Non-Budgeted  Encumbrances 

BUDGETARY   -   DISBURSEMENTS 
3201  —  Appropriations  -  Support 
3205  —  Appropriations  -  Withdrawals 
3210  —  Appropriations  -  Reverted 
3221  —  Appropriations  -  Transfers  Out 
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2-0928.42         RESPONSIBILITY  CENTER   (REQUIRED)        (Continued) 

NOMINAL  -   DISBURSEMENTS 

5201  —  Support  Expenditures 

5205  -  Withdrawals 

5206  -  Non-Budgeted  Expenditures 

5207  -  Non-Budgeted  Withdrawals 

5208  —  Prior  Year  Expenditure  Adjustments 

5209  —  Prior  Year  Withdrawal  Adjustments 
5211  —  Prior  Year  Support  Expenditures 
5215  -  Prior  Year  Withdrawals 

5221  -  Transfers  Out  -  Budgeted 
5224  -  Transfers  Out  -  Non-Budgeted 
5231  -  PY  Transfers  Out  -  Budgeted 

BUDGETARY   -   RECEIPTS 


3101  —  Estimated   Revenue 

3102  —   Estimated    Income 

3121  -  Estimated  -  Transfers  In 

NOMINAL  -   RECEIPTS 


5101  —  Revenue  (Budgeted) 

5102  —  Income  (Budgeted) 

5103  -  Revenue  (Non-Budgeted) 

5104  —  Income  (Non-Budgeted) 

5105  —  Revenue  Refunds  (Budgeted   Revenue) 

5106  —  Income  Refunds  (Budgeted   Income) 

5107  —  Revenue  Refunds  (Non-Budgeted   Revenue) 

5108  -  Income  Refunds  (Non-Budgeted   Income) 

5109  —  Prior  Year  Revenue  Adjustments 
5111  -  Prior  Year   Revenue 

5112—  Prior  Year   Income 

5121  -  Transfers  In     (Budgeted) 

5124  —  Transfers  In     (Non-Budgeted) 

5131  -  PY  Transfers   In   (Budgeted) 

2-0928.43         OBJECT  OF   EXPENDITURE  CORRELATION     (REQUIRED) 

If  any  one  of  the  following  general  ledger  control  accounts  is  encoded  in  either 
portion  of   Field  G,  an  object  of  expenditure  must  be  encoded   in   Field   K1: 


1806  —  Non-Budgeted   Encumbrances 

NOMINAL   -   DISBURSEMENTS 
5201  —  Support  Expenditures 

5205  -  Withdrawals 

5206  —  Non-Budgeted  Expenditures 

5207  -  Non-Budgeted  Withdrawals 

5208  —  Prior  Year  Expenditure  Adjustments 

5209  -  Prior  Year  Withdrawal  Adjustments 
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2-0928.43         OBJECT  OF   EXPENDITURE  CORRELATION   (REQUIRED)      (Continued) 

NOMINAL  -   DISBURSEMENTS   (Continued) 
5211  -  Prior  Year  Support  Expenditures 
5215  -  Prior  Year  Withdrawals 
5221  -  Transfers  Out  -  Budgeted 
5224  —  Transfers  Out  -  Non-Budgeted 
5231  -  PY  Transfers  Out  -  Budgeted 

2-0928.44         OBJECT  OF   EXPENDITURE  CORRELATION   (PROVISIONAL) 

If  any  one  of  the  following  general   ledger  control  accounts  is  encoded  in  either  portion   I 
of  Field  G,  an  object  of  expenditure  may  be  encoded   in   Field   K1: 

ASSETS 

1803  —  Budgeted   Encumbrances 

BUDGETARY  -   DISBURSEMENTS 
3201  —  Appropriations  -  Support 
3205  —  Appropriations  -  Withdrawals 
3210  —  Appropriations  -  Reverted 
3221  —  Appropriations  -  Transfers  Out 

2-0928.45         REVENUE   ESTIMATE  CORRELATION   (REQUIRED) 

If  any  one  of  the  following  general   ledger  control  accounts  is  encoded  in  either  portion 
of  Field  G,  a  revenue  estimate  must  be  encoded   in   Field   L: 

BUDGETARY  -   RECEIPTS 


3101  -  Estimated   Revenue 

3102  —  Estimated   Income 
3121  —  Estimated  -  Transfers  In 

NOMINAL  -   RECEIPTS 


5101  -   Revenue   (Budgeted) 

5102  —  Income  (Budgeted) 

5105  —   Revenue   Refunds   (Budgeted    Revenue) 

5106  —   Income   Refunds   (Budgeted    Income) 

5111  —  Prior  Year  Revenue 

5112  —  Prior  Year   Income 
5121  —  Transfers   In  -  Budgeted 
5131  -  PY  Transfers  In  -  Budgeted 

NOTE:      A  revenue  estimate  may  be  encoded  only  if  one  of  the  above  general  ledger  control  accounts 
is  encoded  in  Field  G. 

2-0928.46        OBJECT  OF   REVENUE  CORRELATION   (REQUIRED) 

If  any  one  of  the  following  general   ledger  control  accounts  is  encoded  in  either  portion 
of  Field  G,  a  object  of  revenue  must  be  encoded  in   Field  M: 

BUDGETARY   -   RECEIPTS* 

3101  —   Estimated    Revenue 

3102  —   Estimated    Income 
3121  —  Estimated  -  Transfers  In 

'Budgetary  transactions  on   Forms  214  and  215  can  be  encoded  with   Field  M  blank  or  zero  filled. 
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2-0928.46         OBJECT  OF   REVENUE  CORRELATION   (REQUIRED)     (Continued) 

NOMINAL  -   RECEIPTS 

5101  -  Revenue  (Budgeted) 

5102  -  Income  (Budgeted) 

5103  —  Non-Budgeted   Revenue 

5104  —  Non-Budgeted   Income 

5105  —   Revenue  Refunds  (Budgeted  Revenue) 

5106  -  Income  Refunds  (Budgeted   Income) 

5107  -  Revenue  Refunds  (Non-Budgeted   Revenue) 

5108  -  Income  Refunds  (Non-Budgeted   Income) 

5111  -  Prior  Year  Revenue 

5112  —  Prior  Year   Income 
5121  —  Transfers   In  -  Budgeted 
5124  —  Transfers  In  -  Non-Budgeted 
5131  -  PY  Transfers  In  -  Budgeted 

2-0928.47         SUBSIDIARY  DETAIL   LEDGER  CORRELATION   (REQUIRED) 

If  any  one  of  the  following  general   ledger  control  accounts  is  encoded  in  either  portion 
of  Field  G,  a  subsidiary  detail   ledger  account  number  must  be  encoded  in   Field  N1: 


1106  —  Cash  with  Trustee  Bank 

1201  —  Deferred  Accounts  Receivable 

1202  —  Federal  Cost  Reimbursement  Receivable 

1203  —  Accounts   Receivable  -  Receipts 

1204  —  Accounts   Receivable  -  Expenditure  Abatements 

1205  —  Accounts  Receivable  -  Dishonored  Checks 

1206  —  Advances  Receivable 

1207  -  Notes  Receivable 

1210  —  Student  Loan  Principal  Cancellation 

1211  —  Accounts  Receivable  -  Bonds  and  Coupons  Clearing 
1640  —  Investments  Administered   By  Agencies 

1803  —  Budgeted   Encumbrances 

1806  —  Non-Budgeted   Encumbrances 

1901  —  Expense  Advances  to  Employees 

1903  —  Advances  to  Fiscal  Agents 

1904  -  Other  Advances 

1905  —  Other  Prepayments 

LIABILITIES 


2101  —  Accounts  Payable 

21 02  -  Inter-Entity   Loans  Payable 
2301  —  Accrued  Support  Expenditures 
2305  -  Accrued  Withdrawals 

2504  —  Accountability  For  Property  Held  in  Trust 
2506  -  Uncleared  Collections 
2516  —  Pension  Accumulation   Fund 
2601  —  Long  Term  Debts  Payable 

TREASURY  -   RESOURCES 


6102  —  Cash  in  Demand  Accounts 
6201  —  Cash  in  Time  Accounts 
6604  —  Purchased  Warrants  Clearing 

ACCOUNTABILITY 

7101  -  Accountability  for  Cash  in  Treasury 
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2-0928.48         SUBSIDIARY  DETAIL   LEDGER  CORRELATION      (PROVISIONAL) 

If  general  ledger  control  account  1104  is  encoded  in  either  portion  of  Field  G,  encoding 
of  a  subsidiary  detail  ledger  account  number  is  required  in  Field  N1,  if  subsidiary  cash  accountability 
has  been  established  for  the  accounting  entity  in  which  the  transaction  is  to  be  recorded. 

2-0928.50         TRANSACTION  CLEARING 

When  general   ledger  control  account  9999,  Transaction  Clearing,  is  encoded  in   Field  G, 
the  debits  made  to  this  general   ledger  control  account  must  equal  the  credits  —  within  an 
accounting  entity,  agency  subdivision,  and  document  basis. 

2-0928.60    ENCUMBRANCE/RESERVE  ACCOUNT  CORRELATION 

If  general   ledger  control  accounts  1803,  Budgeted  Encumbrances  or  1806  Non-Budgeted 
Encumbrances  are  encoded   in  either  portion  of   Field  G,  general   ledger  control  account  2403,   Reserve 
for  the  opposite  portion  of  Field  G. 

2-0928.70         ACCOUNTS   RECEIVABLE/RESERVE  CORRELATION 

Whenever  general   ledger  control  account  1201,  Deferred  Accounts  Receivable,  is  encoded 
in  either  portion  of  Field  G,  Control  Account  2401,   Reserve  for  Deferred  Accounts  Receivable, 
must  be  encoded  in  the  opposite  portion  of   Field  G. 

2-0928.80    DUE  FROM/RESERVE  CORRELATION 

Whenever  general  ledger  control  account  1301,  1302,  or  1303  is  encoded  in  either 
portion  of  Field  G,  Account  2405,  Reserve  for  Due  Froms,  must  be  encoded  in  the  opposite 
portion  of   Field  G. 

2-O929.00         FIELD  H  -  TRANSACTION  AMOUNT 

2-0929.10         INTRODUCTION 

The   13  space  Transaction  Amount  includes  decimal  points  and  commas.     Do  not 
include  a  dollar  ($)  sign   in  the  field.     Maximum  configuration:     99,999,999.99 

Note  that  the  transaction  amount  relates  to  both  the  general   ledger  control  account 
debit  and  credit  entry.     This  technique  assures  the  fact  that  the  general   ledger  will  always  be  in 
balance. 

The  transaction  amount  is  used  also  in  recording  the  transactions  directed  to  be  made 
in  the  following  fields  if  encoded  with  the  subject  transaction: 

I  —  Appropriation 

J1  —   Responsibility  Center 

K1  —  Object  of  Expenditure 

L  —  Revenue  Estimate 

M  —  Object  of   Revenue 

N1  -  Subsidiary  Detail   Ledger  Account  (unless  N2  is  also  encoded). 

2-0929.20         BASIC   REQUIREMENT 

All  transactions  must  be  recorded  in  terms  of  an  all   numeric  transaction  amount  not 
exceeding   13  spaces.     The  amount  must  be  greater  than  zero. 
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2-0930.00         SPECIFICATION   BY   FIELD   (PROVISIONAL) 

2-0931.00         FIELD   I   -  APPROPRIATION 

2-0931.10         INTRODUCTION 

Appropriations  are  used  to  provide  budgetary  control  over  expenditures  or  withdrawals 
made  from  specified  accounting  entities. 

Appropriation  controls  are  established  by  the  Office  of  Budget  and  Program  Planning 
via  Form  212  or  the  computer  listing  of  appropriations. 

2-0931.20         BASIC  REQUIREMENT 

The  Appropriation  Code  must  be  a  five-digit  number  and  must  be  established  by 
Form  212  or  the  computer  listing  of  appropriations. 

2-0931.30         ACCOUNTING   ENTITY  CORRELATION 

The  Appropriation  Code  encoded   in   Field   I   must  be  assigned  to  the  accounting 
entity  encoded  in   Field   F.     This  determination   is  made  through  reference  to  the  Form  212  or 
the  computer  listing  of  appropriations  which  established  the  appropriation. 

2-0931.40    GENERAL  LEDGER  CONTROL  ACCOUNT  CORRELATION 

An  Appropriation  must  be  encoded  in   Field   I  when  any  of  the  general   ledger  control 
accounts  listed  in  2-0928.41   are  used   in  either  portion  of  Field  G. 

2-0931.50         PROGRAM  GROUP  CORRELATION 

If  the  appropriation  encoded   in   Field   I   is  made  to  a  program  group,  that  program 
must  be  shown  as  an  attribute  of  the  responsibility  center  encoded  in   Field  J1.     This  determination 
is  made  through  reference  to   Form  212  or  the  computer  listing  of  appropriations. 

2-0931.60         EXPENDITURE   IDENTIFICATION   CORRELATION 

If  the  appropriation  encoded  in   Field   I   is  restricted  to  a  particular  object  of 
expenditure,  that  object  must,  as  a  minimum  be  encoded  in   Field   K.     This  determination   is 
made  through  reference  to  Form  212,  or  the  computer  listing  of  appropriations  which  established 
the  appropriation. 

2-0931.70    RECORD  FOR  AGENCY  CORRELATION 

If  an  appropriation   is  encoded  in   Field   I,  that  appropriation  must  be  assigned  to  the 
Record   For  Agency   identified   in   Field   E.     This  determination   is  made  through  reference  to  the 
Form  212  or  the  computer  listing  of  appropriations  which  established  the  appropriation. 

2-0931.80         FIELD   L,  M   RESTRICTION 

If  an  appropriation  is  encoded   in   Field   I,  an  entry  may  not  be  encoded  in   Fields 
L  or  M. 
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2-0932.00         FIELD  J1   -  RESPONSIBILITY  CENTER  NUMBER 

2-0932.10         INTRODUCTION 

The  responsibility  center  is  assigned  by  The  Record  For  Agency  encoded  in  Field  E. 
Responsibility  Centers  within  each  agency  are  listed  in  the  Responsibility  Center  Index  and  are 
established  via  Form  191,  Responsibility  Center  Attributes.   Therefore,  each  agency  must  maintain 
a  current  listing  of  all  responsibility  centers  established. 

The  responsibility  center  number  is  all  numeric;  must  be  previously  established  in  the 
SBAS  ICC;  and  can  be  from  one  to  ten  digits  in  length.     All  encumbrance  transactions  and 
transactions  related  to  expenditures  or  revenue,  whether  budgetary  or  nominal,  must  be  trans- 
acted in  terms  of  a  responsibility  center  (both  current  year  and  prior  year).     Prior  year's  adjust- 
ments, although  transacted  in  terms  of  a  responsibility  center,  are  NOT  recorded  in  the  current 
year!s  responsibility  center  file. 

2-0932.20         BASIC  REQUIREMENTS 

Responsibility  Centers  encoded  in  Field  J1  must  be  established  in  the  Responsibility  Center 
Index  (Form  191)  for  the  Record  For  Agency  encoded  in  Field  E. 

2-0932.30         APPROPRIATION  RESTRICTION  CORRELATION 

If  the  appropriation  encoded  in  Field  I  has  been  restricted  to  a  program,  that    responsibility 
center  encoded  in  Field  J1   must  have  that  program  designated  as  a    responsibility  center  attribute. 
This  determination   is  made  through  reference  to  Form  212  or  the  computer  listing  of  appropriations. 

2-0932.40    GENERAL  LEDGER  CONTROL  ACCOUNT  CORRELATION 

A  responsibility  center  number  must  be  encoded  in  Field  J1  only  when  one  of  the  general 
ledger  control  accounts  listed  in  Section  2-0928.42  is  encoded  in  either  portion  of  Field  G. 

2-0932.50    RECORD  FOR  AGENCY  CORRELATION 

The  Record  For  Agency  code  serves  as  a  prefix  to  the  responsibility  center  number  encoded 
in  Field  J1.  If  a  responsibility  center  is  encoded  in  Field  J1,  the  Record  For  Agency  code  encoded 
in  Field  E  must  correspond  with  the  specification  shown  in  the  Responsibility  Center  Index  (Form  191). 

2-0932.60         FIELD  L,  M  RESTRICTION 

If  an  entry  is  encoded  in  Field  I    iind/oi   M,  an  entry  may  not  be  encoded  in   Field   I  and  a 
responsibility  center  must  be  encoded  in   Field  J1. 
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2-0933.00 


FIELD  J2  -  RESPONSIBILITY  CENTER  SIGN 


20933.10         INTRODUCTION 

The  sign  associated  with  a  responsibility  center  indicates  whether  the  applicable  activity  is 
being  increased  or  decreased.     A  responsibility  center  sign  (+  or  — )  is  required  and  permitted  only 
on  the  following  forms  (and  only  when  MiniCoding  is  used)  which  direct  the  action  shown: 


213 
215 
222 
223 
225 
226 
232 
261-263-264 
271 
276 


Agency  Appropriation  Allocation 
Agency   Revenue  Estimate  Allocation 
Encumbrance  Estimate 
Agency  Purchase  Order 
Purchase  Order  Adjustment 
Payroll  Encumbrance 
No  Warrant  Transfer* 

(accounts  receivable)* 
Journal  Voucher* 
Distribution  Voucher* 

*lf  object  of  expenditure  is  encoded 

"If  object  of  revenue  is  encoded 

"If  SOL  indicated  &  object  of  expenditure 

*lf  responsibility  center  indicates  Cash  SDL 

.  .  .  .and  object  of  expenditure 

.  .  .  .and  object  of  revenue 


SIGN  + 

Allocation  Increase 
Allocation  Increase 
Encumbrance  Increase 
Encumbrance  Increase 
Encumbrance  Increase 
Encumbrance  Increase 
Encumbrance  Increase 
Encumbrance  Increase 
Encumbrance  Increase 
Encumbrance  Increase 
Expenditure  Increase 
Revenue  Increase 
Encumbrance  Decrease 

Cash  Decrease 
Cash  Increase 


SIGN  - 

Allocation  Decrease 
Allocation  Decrease 
Encumbrance  Decrease 
Encumbrance  Decrease 
Encumbrance  Decrease 
Encumbrance  Decrease 
Encumbrance  Decrease 
Encumbrance  Decrease 
Encumbrance  Decrease 
Encumbrance  Decrease 
Expenditure  Decrease 
Revenue  Decrease 
Encumbrance  Increase 

Cash  Increase 
Cash  Decrease 


2-0933.20         BASIC  REQUIREMENT 

When  a  responsibility  center  number  is  encoded  in  Field  J1,  a  one  digit  character  responsibility 
center  sign  must  be  encoded  in  Field  J2  only  if  the  transaction  is  MiniCoded. 


2-0933.21 


MINICODE 


If  the  transaction  line  is  MiniCoded  an  entry  must  be  made  in  Field  J2,  except  on   Forms  231 
and  241.     The  entry  is  either  a  plus  (+)   or  minus  (— ),  depending  upon  action  required. 

2-0933.22         MAX  I  CODE 

If  the  transaction  line  is  MaxiCoded  no  entry  in  Field  J  is  required.     If  encoded  in  error,  it 
will  be  ignored  when  the  transaction  is  processed. 
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2-0934.00         FIELD  K1    -  OBJECT  OF  EXPENDITURE 
2-0934.10         INTRODUCTION 

Object  of  Expenditure  codes  are  described  on   Form   161.    Obiect  of  Expenditure 
Description.      The  Object  of   Expenditure  Index  has  a  relatively  fixed  schedule.     Changes  may 
be  made  to  the   Index  upon  written  request   (Form   161 R)   to  the  Department  of  Administration. 
All  such  changes  must   be  input  only  by  the  Department  of  Administration. 

2-0934.20         BASIC  REQUIREMENT 

Only  those  codes  established   in  the  Object  of  Expenditure  Index  (via  Form   161)   may 
be  used  to  encode  financial  transactions. 

2-0934.30         ENCODING   RESTRICTIONS 

Levels  0,  1,  2  and  3  are  available  to  encode  budgetary  and  encumbrance  account  transactions 
only.     Nominal  account  transactions  must  be  encoded   in  terms  of   Level  3  codes. 

2-0934.40         GENERAL   LEDGER   CONTROL  ACCOUNT  CORRELATION   (REQUIRED) 

An  Object  of  Expenditure  code,  with  all  levels  identified,  may  be  encoded  in  Field  K1 
when  any  one  of  the  general   ledger  control  accounts  listed   in  Section  2-0928.43  is  encoded   in 
either  portion  of  Field  G. 

2-0934.50        GENERAL   LEDGER   CONTROL  ACCOUNT  CORRELATION   (PROVISIONAL) 

An  Object  of  Expenditure  code  (level  1,  level  2  or  level  3),  may  be  encoded  in  Field 
K1   when  any  one  of  the  general   ledger  control  accounts  listed  in  Section  2-0928.44  is  encoded 
in  either  portion  of  Field  G. 

2-0934.60         APPROPRIATION   RESTRICTION  CORRELATION 

If  an  appropriation  is  encoded   in   Field   I   and   it  is  restricted  to  an  object  of  expenditure 
group,  the  object  of  expenditure  encoded   in   Field   K1    must  coincide  with  the  appropriation's 
object  of  expenditure  group  restriction.     This  determination   is  made  through  reference  to  the 
applicable  Form  212  or  the  computer  listing  of  appropriations. 

2-0934.70        FIELD   L,  M   RESTRICTION 

If  an  entry   is  encoded   in  Field   K1,  an  entry  may  not  be  encoded   in   Fields  L  or  M. 
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20935.00         FIELD  K2  -  OBJECT  OF  EXPENDITURE  BUDGET  LEVEL 


2-0935.10 


INTRODUCTION 


Object  of  Expenditure  codes  are  always  used  in  cost  accounting  applications.     The 
Object  of  Expenditure  Budget   Level  is  available  as  a  responsibility  center  attribute  to  provide 
budgetary  reporting  and/or  control  over  expenditures  or  withdrawals.     In  all  cases,  one  code  is 
used  to  simultaneously  provide  budgetary  controls  and  cost  accounting  details.    When  an   object 
of  expenditure    is  encoded  in  Field  K1,  the  entry  in  Field  K2  is  computer  generated  to  identify 
(based  upon  responsibility  center,  Field  J1,  attributes)  the  object  level  at  which  budgetary  control 
is  being  maintained  even  though  the  expenditure  is  encoded  to  the  third  level  for  cost  accounting 
purposes,  as  follows: 


Obj.  of   Expand.   Attr. 

Budgetary  Control 

Cost  Accounting  Available  At: 

Cod* 

Budget  Level 

1101 
1101 

1101 

1101 

0 

1 

2 

3 

No   Budgetary  control  over  expenditures 

Budgetary  control  at   1000:    Personal 

Services 

Budgetary  control  at   1100:   Personal 

Services;  Salaries 

Budgetary  control  at   1101:    Personal 

Services;  Salaries;   Regular 

Obj.  of  Expend.      Level  3 
Obj.  of  Expend.      Level  3 

Obj.  of  Expend.      Level  3 
Obj.  of  Expend.      Level  3 

The  level  of  budgetary  control  over  expenditures  is  identified  on  Form  212  or  the  computer 
listing  of  appropriations  (minimum)  or   Form  213  (maximum). 

2  0935.20         BASIC  REQUIREMENT 

When  an  object  of  expenditure  is  encoded  in  Field  K1,  the  one-digit  Budget  Level  Code 
(0,  1,  2  or  3)  associated  with  the  transaction  is  determined  from  the  responsibility  center  attribute 
file  and  reported  in  SBAS  output  reports. 

NOTE:     This  attribute  of  the  responsibility  center  file  is  used  to  load  Field  K2,  Object 
of  Expenditure  Budget  Level  in  applicable  transactions  whether  or  not  the  transaction  is  MiniCoded 
or  MaxiCoded. 

2  0935.30         BUDGET  LEVEL/OBJECT  OF  EXPENDITURE  CORRELATION 

The  Object  Budget  Level  code  (derived  as  an  attribute  on  Form  191   for  the  responsibility 
center  number  encoded  in  Field  J1)  may  not  exceed  the  object  of  expenditure  budget  level  identified 
in  Field  K1. 

The  following  coding  combinations  are  not  permitted: 


Q 

LU 
>- 
t~ 

CE 

111 

o 

z 

OBJECT  OF  EXPENDITURE 

Cod* 

Bud.  Lav.  Attribute 

xooo 
xxoo 

1,2,3 

2,3 

3 

4-22 


CHAPTER  2-0900     BASIC   ENCODING  SPECIFICATIONS 


2-0936.00        FIELD   L  -   REVENUE   ESTIMATE 
2-0936.10         INTRODUCTION 

Revenue  Estimates  are  used  to  monitor  most  revenue  and   income  activities.     In  all  cases, 
a   Revenue  Estimate  is  assigned  to  a  Statewide   Revenue  Classification  from  that   ICC    index. 

Revenue  Estimate  codes  are  established  on   Form  214,  Notice  of   Revenue  Estimate,  generated 
by  the  Office  of   Budget  and   Program   Planning.     Only   those  codes  so  established   may  be  used   (or 
encoding  financial  transactions. 

2-0936.20         BASIC  REQUIREMENT 

The   Revenue  Estimate  code  must  be  a  five-digit  number  and  must  be  established  by   Form 
214. 

2-0936.30         ACCOUNTING   ENTITY  CORRELATION 

The  Statewide  Revenue  Classification  code  encoded  in  Field  L  must  be  assigned  to  the 
accounting  entity  encoded  in  Field  F.  This  determination  is  made  through  reference  to  Form 
214  on  which  the  Revenue  Estimate  was  established. 

2-0936.40         GENERAL   LEDGER   CONTROL  ACCOUNT  CORRELATION 

A   Revenue  Estimate  code  must  be  encoded   in   Field   L  when  one  of   the  general   ledger  control 
accounts  listed  under  Section  2-0928.45  is  encoded   in   Field  G. 

2-0936.50         REVENUE   ESTIMATE   CORRELATION 

If  a   Revenue  Estimate  is  encoded   in   Field   L,  that   Revenue  Estimate  must  be  assigned   to 
the  Record   For  Agency  encoded   in   Field   E.     This  determination   is  made  through  reference  to 
Form  214,   Notice  of   Revenue  Estimate. 

2-0936.60         OTHER   FIELD   RESTRICTIONS 

If  a   Revenue  Estimate  is  encoded   in   Field   L,  an  entry  may  not  be  encoded   in  Fields 
I   or   K1.      If  a   Revenue  Estimate  is  encoded   in   Field   L,  an  entry  must  be  encoded   in   Field 
M*  and  J1. 


'Budgetary  transactions  on  Forms  214  and  215  can  be  encoded  with  Field  M  blank  or  zero  filled. 
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2-0937.00         FIELD  M  -  OBJECT  OF   REVENUE 
2-0937.10         INTRODUCTION 

Object  of   Revenue  codes  are  used  to  record  an  agency's  collection  activities. 

Each  agency  has  their  own   listing  of  revenue  codes  (Objects  of   Revenue).     These  four 
(4)  digit  Objects  of   Revenue  are  to  be  developed  by  an  agency  to   satisfy   their  internal  manage- 
ment needs.     The  four  (4)  digit   number  may  or  may  not  be  structured  at  the  agency's  option. 

Each  Object  of   Revenue  must  be  assigned   to  one  (1)   Statewide  Revenue  Classification. 

Because  the  Object  number  is  not  structured,  the  same  number  may  be  used  by  many 
agencies.     To  allow  a  particular  agency's  Objects  of   Revenue  to  be  separately   identifiable  the 
SBAS  agency  code  will  be  associated  with  each  of  their  Object  of   Revenue  numbers  when  listed 
in  the  ICC. 

Objects  of   Revenue  are  established  on   Form   172,  Object  of  Revenue  Description. 

2-0937.20         BASIC  REQUIREMENT 

Only  those  codes  established   in  the  Object  of   Revenue  Index   (via  Form   172)   for  the  agency 
encoded   in  Field   E   may  be  encoded   in   Field  M. 

2-0937.30    GENERAL  LEDGER  CONTROL  ACCOUNT  CORRELATION 

An  Object  of   Revenue  code  must  be  encoded   in   Field  M   if  any  one  of  the  general   ledger 
control  accounts  listed   in  Section  2-0928.46  is  encoded   in  either  portion  of   Field  G. 

2-0937.40         REVENUE   ESTIMATE   CORRELATION 

Each   Revenue  Estimate  is  always  expressed   in  terms  of  a  Statewide  Revenue  Classification 
code.     When  a   Revenue  Estimate  is  encoded   in   Field   L,  the  Object  of   Revenue  encoded   in   Field 
M  must  coincide  with  the  Statewide  Revenue  Classification  to  which  the  Revenue  Estimate  has  been 
established  on   Form  214. 

2-0937.50        OTHER   FIELD   RESTRICTIONS 

If  an  Object  of  Revenue  is  encoded  in  Field  M,  no  entries  may  be  encoded  in  Fields  I 
or   K1. 

If  an  Object  of  Revenue  is  encoded  in  Field  M,  an  entry  must  be  encoded  in  Field  J1, 
Responsibility  Center. 
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2-0938.00         FIELD   N1    -  SUBSIDIARY  DETAIL   LEDGER   ACCOUNT  NUMBER 

2-0938.10         INTRODUCTION 

The  Subsidiary   Detail    Ledger  Account    Number   (ield   is  used    to   track   the  details  underlying 
specified  general   ledger  control   accounts.     This  capability   is  being  provided   for   the  control 
accounts  listed   in  Section  2-0928.47. 

In  some  applications,   the  subsidiary  detail   ledger  account   number   is  structured.     When 
structuring   is  provided,  all  applicable   transactions  must   satisfy   the  structuring  specifications. 

If  structuring   is  not  specified,  the  composition  of   the  number   is  optional  with   the  agency 
inputting  the  financial   transaction.     To  produce  logical   information  relative  to  a  particular  series 
of  subsidiary  detail   ledger  accounts,  a   logical   numbering  scheme  should  be  consistently  used. 

2-0938.20         BASIC   REQUIREMENT 

The  subsidiary  detail   ledger  account  number  encoded   in   Field   N   must  not  exceed   14  digits. 

2-0938.30         GENERAL   LEDGER   CONTROL  ACCOUNT  CORRELATION   (REQUIRED) 

If  any  one  of  the  general   ledger  control  accounts  listed   under  Section  2-0928.47   is  used 
in  either  portion  of   Field  G,  a  subsidiary  detail   ledger  account  number  must  be  encoded   in  Field 
N   (a  Subsidiary  Detail    Ledger  Account  Number  may  not  be  encoded   in  other  applications). 

2-0938.31         GENERAL   LEDGER   CONTROL  ACCOUNT  CORRELATION   (PROVISIONAL) 

If  the  general    ledger  control   account,   1104  —  Cash   in  Treasury,   is  eYicoded   in  either  portion 
of   Field  G,  a  subsidiary  detail   ledger  account  number  must  be  encoded   in   Field   N,  if  subsidiary 
cash  accountability  has  been  established  for  the  accounting  entity   for  which  the  transaction   is  to 
be  recorded. 
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2-0938.40 


REQUIRED  STRUCTURING 


The  Subsidiary  Detail    Ledger  Account   Number  used  with   the  following  general   ledger 
control  accounts  must   be  structured  as  described   below: 


GENERAL  LEDGER 
CONTROL  ACCOUNT 


1803 
1806 


2301 
2305 


6102 
6201 


7101 


ACCOUNT    NAME 


Budgeted  Encumbrances 
Non-Budgeted   Encumbrances 


Accrued  Support   Expenditures 
Accrued  Withdrawals 


Cash   in   Demand  Acco 
Cash   in   Time  Accounts 


unts    / 
s        J 


SUBSIDIARY    DETAIL 
LEDGER    ACCOUNT   NUMBEF 


Accountability   For  Cash   in  Treasury 


11  Digits* 

12  Digits*" 

XXX  {     999999      |  XX*  X» 

Eorm  i    Document'   Suff 
Code    <     Number     J 

'MiniCoding 
*  "MaxiCoding 

9   Digits 

XXXXX                 9999 

Approp.       !      Document 
Coae           i      Number 

3   Digits 

XXX 

Bank   Number 

5   Digits 

XXX 

Accounting   Entity   Code 

2-0938.50         PURCHASE  ORDER   DATA   EDIT   REQUIREMENTS 

Form  224,   Purchase  Order,  and   Form  225,   Purchase  Order  Adjustment,  are  the  only   forms 
that  can  be  used  to  create  or  adjust  a  purchase  order  subsidiary  detail   ledger  account   (224  prefix) 
within  general   ledger  control  accounts,   1803,  Budgeted   Encumbrances  and   1806,  Non-Budgeted 
Encumbrances. 

The  subsidiary  detail   ledger  account   involved   in  the  reduction  of  a  purchase  order  account 
balance  must  be  in  existence  at  the  time. 

The  subsidiary  detail   ledger  account   involved   in  the  reduction  of  a  purchase  oraer  account 
balance  musl   bo  combined  wilh   the  appropriation   (I),  responsibility  center   (J1)   and  object  of 
expenditure  used  when  the  purchase  order  subsidiary  detail   ledger  account  was  established. 


2-0939.00 


FIELD  N2 


The  ENC   P/F  field   is  used  with  encumbrance  liquidation   transactions  only.     This   field 
is  to  contain  either   P  (partial)   or   F    (final)   to   tell   the  MiniCode  Module  what  action   is   to  be 
taken  relative  to  an  encumbrance.      A   "P"  requires  no  special  computational  el  for l   on   the  pari 
of   the  MiniCode  Module,     An   "F"   requires  the  MiniCode  Module  to  find  applicable  SDL 
account   balance  and  to  bring    that  amount    into   the  System   for  purpose;.1;  of   recording    lite:   Hans 
action.     The  SDL  Sign  field   is  used  only  on   the   following  SBAS   forms: 
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CHAPTER   2-0900       BASIC   ENCODING  SPECIFICATIONS 


2-0939.00         FIELD  N2      (Continued) 

222  Encumbrance   Estimate 

223  Agency   Ourchase   Orderr 

224  Purchase  Order 

225  Purchase   Order   Adjustment 

226  Payroll    Encumbrance 

231  Transfer-Warrant   Claim 

232  No  Warrant  Transfer 
271  Journal   Voucher 
276  Distribution   Voucher 

NOTE:      If  an   "F"    is  encoded  on  a   MiniCoded   Form  222,  223,  224,  225  or   226;  the 
liquidation  will   be  for  the  amount  encoded   in   Field   H.      If  that  amount   is  different  from 
the  encumbrance  balance,  an  exception   message  will   be  generated  stating  the  encumbrance 
amount  was   not  completely   liquidated. 

2-0940.00         FIELD  O  -  TRANSACTION   DESCRIPTION 

2-0940.10         INTRODUCTION 

A  Transaction   Description  can  be  encoded  on  all   SBAS  forms.     With   the  exception  of 
the   Requisition   (221),  a  single  transaction  description   is  permitted   in   most  documents  and  all 
transactions  appearing  on  a  document   carry   ihe   indicated   transaction  description.      If  a   transaction 
description   is  not  encoded,   the   field   is  left    blank      (except  that  a   name,  derived   from   the  trans 
action  description  field   is  still   mandatory  on   the  Transfer-Warrant  Claim). 
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SEE  MOM,  SECTION  2-0410  FOR   ADMINISTRATIVE  DETAILS 

Levels 

NAME 

CODE 

1 

2 

3 

1 

Legislative  Branch 

1 

Legislative  Department 

01 

Legislative  Auditor 

1101 

02 

Legislative  Fiscal  Analyst 

1102 

04 

Legislative  Council 

1104 

09 

Senate  —  Legislative  Assembly 

1109 

10 

House  —  Legislative  Assembly 

1110 

11 

Environmental  Quality  Council 

1111 

12 

Consumer  Counsel 

1112 

2 

Judicial   Branch 

' 

1 

Judicial  Department 

10 

Judiciary 

2110 

3 

Executive  Branch  —  Elected  Officials  not  heading  a  Department 

* 

1 

Governor 

. 

01 

Governor's  Office 

3101 

2 

Secretary  of  State 

. 

01 

Secretary  of  State's  Office 

3201 

02 

Commission  on  Campaign  Finance  and  Practice 

3202 

3 

State  Treasurer 

01 

State  Treasurer's  Office                                                                          3301 

4 

State  Auditor 

01 

State  Auditor's  Office 

3401       J 

5 

Superintendent  of  Public  Instruction 

EflH 

01 

Superintendent  of  Public  Instruction's  Office 

3501 
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SEE  MOM,  SECTION  2-0410  FOR  ADMINISTRATIVE  DETAILS 

Levels 

NAME 

CODE 

1 

2 

3 

4 

Executive  Branch  -  Departments  headed  by  Elected  Officials 

1 

Department  of  Justice 

07 

Board  of  Crime  Control 

4107 

10 

Department  of  Justice 

4110 

2 

Department  of  Public  Service  Regulation 

01 

Department  of  Public  Service  Regulation 

4201 

5 

Executive  Branch  -  Departments  headed  by  multi-member  bodies 

I 

1 

1 

Department  of  Education 

m 

01 

Board  of  Public  Education 

5101 

02 

Commissioner  of  Higher  Education 

5102 

03 

University  of  Montana 

5103 

04 

Montana  State  University 

5104 

05 

Montana  College  of  Mineral  Science  and  Technology 

5105 

06 

Eastern  Montana  College 

5106 

07 

Northern  Montana  College 

5107 

08 

Western  Montana  College 

5108 

09 

Agricultural  Experiment  Station 

5109 

10 

Cooperative  Extension  Service 

5110 

13 

School  for  the  Deaf  and  Blind 

5113 

14 

Montana  Arts  Council 

5114 

15 

Library  Commission 

5115 

16 

Montana  Advisory  Council  for  Vocation  Education 

5116 

17 

Historical  Society,  Board  of  Trustees 

5117 

18 

Board  of  Regents  of  Higher  Education 

5118 
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SEE  MOM,   SECTION    20420   FOR    ADMINISTRATIVE    DETAILS 

4        Laveb 

NAME 

CODE 

Admin 
Agency 

AGENCY  SUBDIVISIONS 

"P 

2 

31 

GENERAL  FUND 

HP 

01100 

i'mp. 

100 

General  Fund  Account 

6101 

1101,  1102,  1104,  1109, 

' 

1110,  1111,  2110,3101, 

3201,3202,3301,3401, 

3601,4107,4110,4201, 

6101,  6102,  5103,  5104, 

5105,  6107,  51  OB,  5109. 

6110,  5113,  5114,  6115, 

6116,  5117,  5118,  5201, 

5301,  5401,  5501,  5603, 

5706,6801,6101,  6104, 

6106,6107.6201,6306, 

6401,  6402,  6403.  6404, 

6405.  6406,  6407,  6408. 

" 

6409,6410,6411,6412. 

6413,6505.6601.6603, 

6701,6702,6827,  6901 

101 

DR  Protested  Coal  Tax  GFA 

01101 

5801 

3101 
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SEE  MOM,   SECTION    2-0420   FOR    ADMINISTRATIVE   DETAILS 

L*v«  Is 

NAME 

CODE 

Admin 
Agency 

AGENCY  SUBDIVISIONS 

1 

2 

02 

EARMARKED  REVENUE  FUND 

IIP 

wwf//lk 

^^^^^^wid 

001 

Professional  and  Occupational  Administrative  Services  ERA 

02001 

6827 

002 

Board  of  Landscape  Architecture  ERA 

02002 

6827 

003 

Board  of  Speech  Pathologists  ERA 

02003 

6827 

004 

Board  of  Radiologic  Technologists  ERA 

02004 

6827 

005 

Board  of  Warm  Air  Heating  ERA 

02005 

6827 

006 

Highway  Patrol  Retirement  ERA 

02006 

4110 

3301.6101.6104 

007 

Regents  Coal  Tax  Fund 

02007 

5118 

008 

OWC  -  Crime  Victims  Compensation  ERA 

02008 

6603 

009 

Environment  Quality  Variance  Review  ERA 

02009 

6301 

010 

Subdivision  Plat  Review  ERA 

02010 

5301 

011 

Environment  Fees  EIS 

02011 

6301 

012 

Workers'  Compensation  Judge  ERA 

02012 

6101 

013 

Major  Facility  Siting  ERA 

02013 

5706 

014 

Weather  Modification  ERA 

02014 

5706 

015 

County  Prosecutor  Service  ERA 

02015 

4110* 

016 

Driver  Rehabilitation  ERA 

02016 

4110 

017 

Snowmobile  Fuel  Tax 

02017 

5201 

5801 

018 

Board  of  Pofiatry  Exam  ERA 

02018 

6827 

020 

Health  Effects  Study 

02020 

5301 

021 

DHES  Solid  Waste  Planning  ERA 

02021* 

5301 

026 

Board  of  Nursing  Home  Administrators  ERA 

02026 

6827 

027 

Board  of  Hearing  Aid  Dispensers  ERA 

02027 

6827 

028 

Massage  Board  ERA 

02028 

6827 

029 

Board  of  Public  Accountants  ERA 

02029 

6827 

'1104  SDL  accounting  required. 


ICC  INDEXES 


141      FUNCTIONS 


LM  Urtiltd 
11-01-78 


FUNCTIONS 

The  following  functional  categories  are  to  be  used  in  completing  Field  J2  of  Form 
191   -   Responsibility  Center  Attributes.     Functions  permit  the  preparation  of  the  Form 
663,  Function   Report,  which  is  designed  primarily  for  the  Accounting  Division  and  the 
Office  of  Budget  and  Program  Planning. 

The  two  (2)  digit  function  code  should  designate  the  function  to  which  the 
responsibility  center's  expenditures/withdrawals  most  closely  relate.     If  a  responsibility 
center's  expenditures/withdrawals  relate  to  more  than  one  function,  encode  that 
function  which  reflects  the  greater  percentage. 


01  Education  -  elementary  and  secondary.  All  education  expenditures  including 
state  and/or  federal  aid  for  local  schools,  education  administration,  and  state 
direct  expenditures  for  schools. 

02  Higher  Education.     Activities  of  state  operated  colleges  and  universities. 
(Census  treats  agricultural  extension  and  experiment  stations  as  natural 
resources,  and  university  hospitals  serving  the  public  under  public  health; 
follow  their  practice  on  this). 

03  Cash  Assistance.     Direct  cash  assistance  to  beneficiaries  of  public  welfare 
programs,  both  paid  directly  by  the  State  and  indirectly  through  local 
governments. 

04  Medicaid.     Vendor  payments  under  medical  assistance  programs,  both  paid 
directly  and  through  local  governments. 

05  Human  resources  -  other.     All  other  welfare  programs,  including  administration 
and  operation  of  programs  for  social  services,  youth,  aged,  veterans,  unemployed, 
manpower,  housing  and  other  human  resource  activities  not  elsewhere 
classified. 

06  Mental  health.      Administration  and  operation  of  both  community  programs 
and  state  hospitals  for  the  mentally  ill. 

07  Mental  Retardation.     Administration  and  operation  of  both  community  programs 
and  state  institutions  for  the  retarded. 

08  Public  Health.     Administration  and  operation  of  health  services,  financial  support 
for  health  programs  and  other  governments,  and  operation  or  support  of 
hospitals  other  than  mental. 
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09  Transportation.    Administration  and  operation  of  programs  for  highways,  airports, 
water  transport  and  terminals,  and  railroads;  construction  of  transportation 
facilities. 

10  Criminal  Justice.    Administration  and  operation  of  programs  for  police 
protection  and  corrections. 

11  Natural  Resources.    Administration  and  operation  of  programs  for  agriculture, 
fish  and  game,  forestry  and  parks,  and  soil,  air,  mineral,  water  resources 
development  and  regulation. 

12  Accounting.    Any  activity  mainly  concerned  with  processing  of  accounting  and 
budgeting  documents. 

13  Personnel  Administration.    Any  activity  concerned  with  personnel  administration. 

14  Training.    Any  activity  concerned  exclusively  with  training. 

15  Other  Local  Government  Aid.     General  local  government  support;  all  other  local 
assistance  should  be  charged  to  functional  areas. 

16  Capital  Outlay  —  (from  current  revenues).     Direct  expenditure  for  contract  or 
force  account  construction  of  buildings  and  other  improvements,  and  for 
purchase  of  equipment,  land  and  existing  structures.    Includes  amounts  for 
additions,  replacements,  and  major  alterations  to  fixed  works  and  structures; 
excludes  repairs. 

17  Other.     Administration  and  operation  of  general  government  (legislative,  judiciary, 
financial  administration,  other  general  control),  and  all  other  operating  functions 
not  elsewhere  listed. 
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Admin 
Agency 


Laval 

One 


SEE  MOM,  SECTION  2-0450   FOR   ADMINISTRATIVE  DETAILS 


NAME 


1101 


Legislative  Auditor 


01 


Audit  &  Examination  Program 


02 


Fiscal  Analysis  Program 


1102 


Office  of   Legislative  Fiscal  Analyst 


01 


Analysis  and   Review 


1104 


Legislative  Council 


01 


Legislative  Research  Program 


02 


Legislative  Services  Program 


03 


Retrieval  System  Program 


04 


Legislative  Projects 


05 


Council  of  State  Government  Dues  Program 


06 


Administrative  Code  Committee 


07 


Revised  Codes  of  Montana 


08 


Con-Con  Publication  Project 


1109 


Senate- Legislative  Assembly 


01 


Legislative  Assembly  Program 


1110 


House- Legislative  Assembly 


01 


Legislative  Assembly  Program 


1111 


Environmental  Quality  Council 


01 


Environmental  Quality  Program 


1112 


Consumer  Counsel 


01 


Administration  Program 


2110 


Judiciary 


01 


Supreme  Court  Operations 


02 


Boards  &  Commissions 
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Admin 
Agency 

SEE  MOM,  SECTION  2-0450  FOR   ADMINISTRATIVE  DETAILS 

Level 
One 
Code 

NAME 

2110 

03 

Law  Library 

04 

District  Court  Operations 

3101 

■ 

Governors  Office 

01 

Executive  Office  Program 

02 

Mansion  Maintenance  Program 

03 

Federal  State  Coordinator  Program 

04 

Office  of  Budget  and  Program  Planning 

05 

Legal  Jurisdiction  Project 

06 

North  Powder  River  Basin   Regional   EIS 

07 

Office  of  Commerce  and  Small   Business  Development 

08 

Economic  Development 

10 

Manpower  Advisory  Council  Program 

11 

Drug  Coordinator 

12 

Lieutenant  Governor 

13 

Government  Operations 

14 

Budget  Program 

15 

Program  Planning 

16 

Citizens  Advocate  Office 

18 

Governors  Mental   Health  Advisory  Council 

19 

Commission  on   Local  Government 

20 

Mental   Disabilities  Board  of  Visitors 

21 

Energy  &   Resource  Policy  Office 

3201 

■ 

Secretary  of  State's  Office 

01 

Records  Management  Program 

02 

Elect  Relating  to  Constitutional  Convention  Program 
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SEE   MOM.  SECTION   2-0460  FOR  ADMINISTRATIVE  DETAILS 

LEVEL 

NAME 

CODE 

ii 

1 

2 

3 

1 

PERSONAL  SERVICES 

1000 

B 

1 

Salaries 

1100 

B 

01 

Regular 

1101 

02 

Overtime 

1102 

03 

Sick  Leave 

1103 

04 

Vacation 

1104 

05 

Holiday 

1105 

06 

Military   Leave 

1106 

07 

Jury  Duty 

1107 

08 

Professional 

1108 

09 

Non-Professional 

1109 

10 

Part-Time 

1110 

11 

Conference/Seminar  Attendance 

1111 

12 

Differential  Pay 

1112 

13 

Longevity 

1113 

21 

Regular  —  Retroactive 

1121 

22 

Overtime  —  Retroactive 

1122 

23 

Contract  Faculty 

1123 

24 

Contract  Professional  &  Administrative 

1124 

25 

Classified   Employees 

1125 

26 

Graduate  Teaching  Assistants 

1126 

27 

Graduate  Research  Assistants 

1127 

28 

Staff  Inspections 

1128 

29 

Force  Account 

1129 

LEGEND:      B   -   Code  mey  be   uted   only   with   asset  or  budgetary  control  account   transections. 
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SEE  MOM.  s 

LEVEL 

NAME 

CODE 

ii 

uoc 

1 

2 

3 

1 

1 

PERSONAL  SERVICES.  Salaries 

30 

Summer  Session  Salaries 

1130 

31 

Classified  Employees  Overtime 

1131 

32 

Contract  Faculty  Extra  Comp 

1132 

99 

General 

1199 

2 

Hourly  Wages 

1200 

B 

01 

Regular 

1201 

02 

Overtime 

1202 

03 

Sick  Leave 

1203 

04 

Vacation 

1204 

05 

Holiday 

1205 

06 

Military 

1206 

07 

Jury  Duty 

1207 

13 

Longevity 

1213 

21 

Regular  —  Retroactive 

1221 

22 

Overtime  —  Retroactive 

1222 

23 

Classified  Employees 

1223 

24 

Non-Classified  Employees 

1224 

25 

Students 

1225 

26 

Work  Study 

1226 

99 

General 

1299 

3 

Other  Compensation 

1300 

B 

01 

Per  Diem 

1301 

06 

Education  Stipends 

1306 

LEGEND:      B  »  Code  may  be  used  only   with   asset  or  budgetary  control  account  transactions. 
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NUMBER 

NAME 

LICENSES  &  PERMITS    (0100  -  0599  series) 

0100 

Abstractor  Licenses 

0105 

Agriculture  8t  Natural  Resources  Licenses  &  Permits  General 

0106 

Commercial  Feed  Registration  Licenses  &  Permits 

0107 

Fertilizer  Brand  Registration  Licenses  &  Permits 

0108 

Fertilizer  Grade  Registration  Licenses  &  Permits 

0109 

Public  Grain  Warehouse,  Etc.  Licenses  &  Permits 

0110 

Seed  Warehouse,  Etc.  Licenses  &  Permits 

0111 

Bean  Warehouse  License 

0112 

Horticulture  Nurseryman  License 

0113 

Egg  Dealer  License 

0114 

Egg  Grader/Candler  License 

0115 

'    Milk  &  Cream  Hauler  License 

0116 

Milk  &  Cream  Tester  License 

0117 

Creamery  License 

0118 

Cream  Station  License 

0119 

Cream  Grader,  Weigher,  &  Sampler  License 

0120 

Entomologist  License 

0121 

Forestry  Licenses  and  Permits 

0122 

Produce  Dealer  License 

0123 

Pesticide  License 

0124 
0130 

Commercial  Feed  Manufacturer  &  Distributing  License 
Racing  Personnel  License 



0135 

Architect  License 

0140 

Athletic  Licenses  &  Permits 

0145 
0150 

Attorney  License 
Aviation  License 
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SEE  MOM.  SECTION  2-0470  FOR  ADMINISTRATIVE  DETAILS 

NUMBER 

NAME 

LICENSES  &  PERMITS  (0100  •  0599  series)     (continued) 

0155 
0160 

Barber  License 

Landscape  Architects  License 



0165 
0170 

Boiler  Engineer  License 

Cement  Dealer  Licenses  &  Permits 

0175 

Chiropractor  License 

0180 

Cigarette  Sales  License 

0185 

Contractor  License 

0190 

Corporation  &  Business  Trust  Licenses  &  Permits  General 

0191 

Domestic  Corporation  License 

0192 
0195 

Foreign  Corporation  License 
Cosmetologist  License 

: 

0200 
0205 
0210 

County  Licenses  &  Permits 
Dental  Licenses 
Drilling  Permits 

.. 

0215 

Driving  (0215  -  0219  series) 

Operator/Chauffer  Driving  License 



0216 

Duplicate  Driving  License 

0220 

Education  Licenses  &  Permits 

0221 

Teacher  Certification 

0225 

Electrical  Licenses  &  Permits 

0230 

Fuel  Licenses  &  Permits 

0235 

Mortician  Licenses 
Health  (0239  -  0259  series) 



0239 

Health  Licenses  &  Permits  •  General 
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SEE  MOM    SECTION  2-0471   FOR  ADMINISTRATIVE  DETAILS 

NUMBER 

STATE. 
CLASS. 

NAME 

0006 

0430 

Industrial  Bonds  -  Hail  Investments 

0012 
0016 

0430 
0016 

Federal  Agencies  —  Hail  Investments 
Rural  Development  Mortgage  Interest 

0025 
0146 

1391 

STIP  Units 

2425 

Produce  Tags 

1140 
1141 

0239 
0239 

Grain  Merchandise  License 
Agricultural  Seed   License 

1142 
1143 

0239 
0239 

Bean  Warehouse  License 
Class  A  Nursery  License 

1146 

3980 

Bee  Colony  Registrations 

1147 
1148 

0239 
1598 

Wholesaler  License 
Itinerant  Merchant 

1149 
1499 

2224 
3848 

Permit  of  Exemption 
Horticulture  General 

4199 

4260 

CETA 

4241 

4480 

Wheat  Assessment  -  WR 

4242 

4480 

Barley  Assessment  —  WR 





EXAMPLE 
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SEE  MOM.  SECTION  2-0480  FOR  ADMINISTRATIVE  DETAILS 

Levels 

NAME 

CODE 

1 

2 

3 

1 

INFORMATION  AND  CONTROL  CORE 

1 

Agencies 

wSSKBKKKk 

1 

Agency  Description 

in 

1R 

Request  For  An  Agency 

111R 

2 

Accounting  Entities 

121 

1 

Accounting  Entity  Description 

1R 

Request  For  An  Accounting  Entity 

121R 

3 

Control  Accounts 

— 

131 

1 

Control  Account  Description 

1R 

Request  For  A  Control  Account 

131R 

5 

Programs 

^P^W 

1 

Program  Description 

151 

1R 

Request  For  A  Program 

151  R 

6 

Object  of  Expenditure 

161 

1 

Object  of  Expenditure  Description 

1R 

Request  For  An  Object  of  Expenditure 

161R 

7 

Statewide  Revenue  Classification 

■urn 

1 

Statewide  Revenue  Classification  Description 

171 

1R 

Request  For  A  Statewide  Revenue  Classification 

171R 

7 

Object  of  Revenue 

! 

2 

Object  of  Revenue  Description 

172 

8 

Form  Identification 

1 

Form  Description 

181 

1R 

Request  For  A  Form 

181R 

9 

Attributes  and  Specifications 

1 

Responsibility  Center  Attributes 

191 

2 

Reporting  Center  Specifications 

192 
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ICC   INDEXES             ^           181      FORMS 

11-01-78 

SEE   MOM.  SECTION  2-0480  FOR   ADMINISTRATIVE  DETAILS 

Levels 

NAME 

CODE 

1 

2 

3 

2 

TRANSACTION  DOCUMENTS 

Wii/iii/iiiiiik 

IfWJP 

1 

Budget  Authorizations 

2 

Notice  of  Appropriation 

212 

2A 

Operational  Plan/Budget  Amendment 

21 2A 

2B 

Operational  Plan/Budget  Amendment 

212B 

3 

Notice  of  Agency  Appropriation  Allocation 

213 

4 

Notice  of  Revenue  Estimate 

214 

4R 

Request  for  Revenue  Estimate  Action 

214R 

5 

Notice  of  Agency  Revenue  Estimate  Allocation 

215 

2 

Encumbrances 

HHBI 

1 

Requisition 

221 

2 

Encumbrance  Estimate 

222 

3 

Agency  Purchase  Order 

223 

4 

Purchase  Order 

224 

5 

Purchase  Order  Adjustment 

225 

6 

Payroll  Encumbrance  (not  available  until  01-01-79) 

226 

3 

Disbursements 

..... 

1 

Transfer-Warrant  Claim 

231 

2 

No  Warrant  Transfer 

232 

3 

Treasurer's  Check  Issued  Summary 

233 

4 

Treasury  Disbursement  Advice 

234 

5 

Agency  Warrant  Issued  Summary 

235 

6 

Agency  Treasury  Check  Issued  Summary 

236 

7 

Auditor's  Warrant  Issued  Summary 

237 
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NDEXES             y           181      FORMS 

Last    Updated 

ICC 

11-01-78 

SEE   MOM,  SECTION  2-0480  FOR  ADMINISTRATIVE  DETAILS 

Levels 

NAME 

CODE 

1 

2 

3 

2 

3 

TRANSACTION  DOCUMENTS;  Disbursements 

tmi 

8 

Warrant  Cancellation  Notice 

238 

9 

Stale-Dated  Warrant  Cancellation  Notice 

239 

4 

Receipts 

1 

Collection  Report 

241 

2 

Treasury  Deposit  Correction 

242 

3 

Notice  of  Dishonored  Checks 

243 

5 

Payables 

Mi 

1 

Expenditure  Accrual  Report 

251 

6 

Receivables 

Ml 

1 

Accounts  Receivable  Billing  Summary 

261 

3 

Inter  Agency  Invoice 

263 

4 

Account  Receivable  Invoice 

264 

7 

Other 

1 

Journal  Voucher 

271 

2 

Notice  of  U.S.  Treasury  Transaction 

272 

3 

Notice  of  Direct  Bank  Debit  and/or  Credit 

273 

4 

Notice. of  Transaction  Correction 

274 

5 

Intra-Treasury  Cash  Transfer 

275 

6 

Distribution  Voucher 

276 

3 

TRANSACTION   REGISTERS 

,  ■;■■  ■', 

9 

Reports 

■■■ 

8 

Monthly  Document  Control  Log 

398 

9 

Transaction  Register  by  Accounting  Entity 

399 
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La»t    Updatad 

ICC   INDEXES             ^           181      FORMS 

11-01-78 

SEE  MOM,  SECTION  2-0480  FOR  ADMINISTRATIVE  DETAILS 

Lavels 

NAME 

CODE 

1 

2 

3 

4 

CONTROL  LEDGERS 

■■ 

1 

Summary 

e^^^^M 

1 

General  Ledger 

411 

2 

Subsidiary  Control 

1 

Appropriation  Control  Ledger 

421 

2 

Revenue  Estimate  Control  Ledger 

422 

3 

Reverted  Appropriation  Control  Ledger 

423 

5 

SUBSIDIARY  DETAIL  LEDGERS 

1 

Real  Accounts 

.       ,    nil  in     n..  i.i    nn       i 

mm 

0 

Non-Budgeted  Encumbrance  Detail  Ledger 

510 

1 

Encumbrance  Detail  Ledger 

511 

2 

Accounts  Receivable  Detail  Ledger 

512 

3 

Accounts  Payable  Detail  Ledger 

513 

6 

Accrued  Expenditure  Detail  Ledger 

515 

6 

Uncleared  Collections  Detail  Ledger 

516 

7 

Cash  in  Treasury  Detail  Ledger 

517 

8 

Employee  Expense  Advance  Detail  Ledger 

518 

9 

Accounts  Receivable  —  Dishonored  Checks  Detail  Ledger 

519 

2 

Accountability  for  Property  Held  in  Trust  Detail  Ledger 

520 

1 

Pension  Accumulation  Fund  Ledger 

521 

2 

Cash  With  Trustee  Bank 

522 

3 

Long  Term  Debts  Payable 

523 

4 

Student  Loan  Principal  Cancelled 

524 

5 

Bond  Coupons 

525 

6 

Investments  Administered  by  Agency 

526 
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XES            y           181      FORMS 

Lett   Updated 

ICC  INOE 

11-01-78 

SEE  MOM,  SECTION  2-0480  FOR  ADMINISTRATIVE  DETAILS 

Levels 

NAME 

CODE 

1 

2 

3 

5 

SUBSIDIARY  DETAIL  LEDGERS 

WW/, 

9 

Treasury 

wM 

w/§WmWmWA 

1 

Bank  Demand  Deposit  Ledger  (Daily) 

591 

2 

Bank  Time  Deposit  Ledger  (Daily) 

592 

3 

Treasurer's  Cash  Accountability  Ledger  (Monthly) 

593 

4 

Bank  Demand  Deposit  Ledger  (Monthly) 

594 

6 

FINANCIAL  REPORTS 

1 

Budgetary— Receipts 

111 

3 

Revenue  Estimate  Status  Summary 

613 

2 

Budgetary— Disbursements 

^^^H 

3 

Appropriation  Status  Summary 

623 

4 

Encumbrance  Detail  by  Appropriation  Report 

624 

5 

Daily  Appropriation  Control  Status 

625 

3 

Detail  Accounting— Receipts 

I 

1 

Receipts  Summary  by  Agency  Report 

631 

2 .. 

Receipt  Summary  by  Accounting  Entity  Report 

632 

5 

Receipt  Summary 

635 

4 

Detail  Accounting  —  Disbursements 

flHHI 

6 

Report  of  Prior  Year  Disbursement  Adjustments 

646 

5 

General 

JMHHI 

1 

Cash  Position  Report 

651 

4 

Daily  Cash  in  Treasury  Transaction  Report 

654 

5 

Daily  Transaction  Listing 

655 

6 

Receipt  and/or  Disbursements 

mm 
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Last   Upiiiwd 

ICC   INDEXES             ^           181      FORMS 

11-01-78 

SEE  MOM.  SECTION  2-0480  FOR  ADMINISTRATIVE  DETAILS 

Levels 

NAME 

COOE 

1 

2 

3 

6 

6 

FINANCIAL  REPORTS;  Receipt  and/or  Disbursements 

■m 

1 

Responsibility  Center  Financial  Report 

661 

2 

Reporting  Center  Financial  Report 

662 

3 

Program  Summary 

663 

4 

Function  Summary 

664 
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REPORTING   CENTER   SPECIFICATIONS 


AC03  STATE  OF  MONTANA 

STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 
RESPONSIBILITY/REPORTING  CENTER  SPECIFICATIONS 


RECORD  FOR  AGENCY-  6101   CENTER  NUMBER- 
CENTER  NAME-  FINANCIAL  CONTROL 


160 


RESPONSIBLE  PARTY   NAME JOHN  DOE 

ADDRESS RM  732  -  MITCHELL  BLDG 


CENTER  REPORTS  TO:    170 


180 


A 


RESPONSIBILITY  CENTER  ATTRIBUTES 


AC03  STATE  OF  MONTANA 

STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 
RESPONSIBILITY/REPORTING  CENTER  SPECIFICATIONS 


RECORD  FOR  AGENCY-  6101   CENTER  NUMBER- 
BALANCE  INFORMATION; 

BEGINNING  BALANCE 
TOTAL  INCOME  TO  DATE 
TOTAL  EXPENSES  TO  DATE 
INCOME  LESS  EXPENSES 
ENDING  BALANCE 


PAGE  1 


.00 

101 ,639.31 

72.604. 13 

29,035. 18 

29,035. 18 


J 
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RESPONSIBILITY  CENTER  ATTRIBUTES  (Continued) 


STATE  OF  MONTANA 
STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 
RESPONSIBILITY/REPORTING  CENTER  SPECIFICATIONS 


PAGE  2 


RECORD  FOR  AGENCY-  6101   CENTER  NUMBER- 


V 


CENTER  NAME-  ACCOUNTING  DIVISION 

RESPONSIBLE  PARTY-  NAME TERRY  CANNON 

ADDRESS--    RM 
FISCAL  DATA-  TYPE  NON-CONTINUING 
UNALLOCATED-  NO   ACTIVITY  OK-  YES 
EXPENDITURES-WITHDRAWALS  SPECS 
OBJECT 

1000  -  PERSONAL  SERVICES 

2000  -  OPERATING  EXPENSES 

3000  -  EQUIPMENT 

4000  -  CAPITAL  OUTLAY 

5000  -  LOCAL  ASSISTANCE 

6000  -  GRANTS 

7000  -  BENEFITS  AND  CLAIMS 

8000  -  TRANSFERS 

9000  -  DEBT  SERVICE 


255  -  MITCHELL  BLDG 

FROM-     07/01/78  TO-    06/30/79 

BUDGETED-  YES  CONTROLLED-  YES 

ACTIVITY   BUDGET   CONTROL 


PERMITTED 

LEVEL 

LEVEL 

YES 

2 

2 

YES 

2 

2 

YES 

2 

2 

NO 

0 

0 

NO 

0 

0 

NO 

0 

0 

NO 

0 

0 

NO 

0 

0 

NO 

0 

0 

RESPONSIBILITY  CENTER  ATTRIBUTES  (Continued) 


AC03  STATE  OF  MONTANA 

STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 
RESPONSIBILITY/REPORTING  CENTER  SPECIFICATIONS 


PAGE  3 


RECORD  FOR  AGENCY-  6101   CENTER  NUMBER-  3 

EXPENDITURE  DISTRIBUTION  DATA 
ACCOUNTING  --EXPEND-- 

ENTITY    APPROPRIATION   CNTRL  ACCT   PERCENTAGE 


01  100 


19020 


EXPENDITURE 


1  .0000 


ASSIGNMENTS- 


PROGRAM 

FUNCTION- 


99 
12 
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RESPONSIBILITY  CENTER  ATTRIBUTES  (Continued) 


ac03  state  of  montana 

statewide  budgeting  and  accounting  system 
Responsibility/reporting  center  specifications 


page  « 


RECORD  FOR  AGENCY-  5801   CENTER  NUMBER- 


10 


REVENUE  DISTRIBUTION  DATA;  ACTIVITY  PERMITTED-  YES 


OBJECT 
0740 


ACCOUNTING 

ENTITY 

01  100 


REVENUE 
ESTIMATE 
19100 


--REVENUE-- 
CNTRL  ACCT, 
REV 


BUDGETED-  YES 
SEGREGATE 
PERCENTAGE    REFUNDS 
1.0000         YES 


SDL  ACCOUNT  NUMBER- 
STOP  TRANSACTIONS  FROM  RECORDING- 
CENTER  REPORTS  TO:   00021 
DATE  OF  LAST  UPDATE:   08/19/78 


NO 


PRINT  FINANCIAL  REPORT-  YES 


SYSTEM  STATUS: 


ENABLED 
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STATEWIDE   BUDGETING  AND  ACCOUNTING  SYSTEM 


TRAINING      CLASS 


PART  FIVE:         RECORDING  SELECTED  TYPICAL  TRANSACTIONS 

INTRODUCTION 

RESPONSIBILITY  CENTER  ATTRIBUTES 

FORM  CODE  RULES 

INVENTORY  OF  TYPICAL  TRANSACTIONS  (partial) 

SELECTED  TYPICAL  TRANSACTIONS 

REPORTING  CENTER  SPECIFICATIONS 


INTRODUCTION 


It  is  the  objective  of  this  part  of  the  training  class  to  develop  the  capability  to  record 
transactions  in  the  System.  All  transactions  are  encoded  through  use  of  MiniCoding  or  Maxi- 
Coding.  The  emphasis  is  placed  on  the  required  usage  of  general  ledger  control  accounts.  In 
the  process,  attention  will  be  given  to  the  encoding  of  applicable  correlary  fields. 

Not  all  possible  transactions  have  been  analyzed  and  not  all  transactions  included  in 
Chapter  2-4000  of  the  Montana  Operations  Manual  are  scheduled  in  the  training  class  for 
specific  analysis.  Through  those  presented,  however,  the  user  should  have  developed  the 
beginning  of  a  capability  to  successfully  meet  the  System's  double-entry  accounting  requirements. 

Time  permitting,  we  will  be  glad  to  discuss  additional  transactions  —  either  those  from 
the  Inventory  of  Typical  Transactions  not  discussed  or  others  that  are  not  included  in  the 
inventory. 
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FORM  191,  RESPONSIBILITY 
CENTER  ATTRIBUTES  CHANGES 


5-2 


D 


STATE  OF  MONTANA    »    STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 


FORM  191      RESPONSIBILITY  CENTER  ATTRIBUTES         A2 


GUIDELINES  FOR  COMPLETION  OF 
RESPONSIBILITY/REPORTING  CENTER  STRUCTURE 


INTRODUCTION 

The  information  and  guidelines  set  forth  in  this  exhibit  are  offered  to  assist  you 
in  the  development  of  your  Responsibility/Reporting  Center  structure.  It  is  of  the  utmost 
importance  that  such  a  structure  be  established  to  enable  you  to  accomplish  the  additional 
steps  in  the  "Order  of  Development". 


DEFINITIONS 

Responsibility  Center  —  a  separable  unit  of  financial  activity  that  is  assigned  to 
a  person  to  manage.  Could  be  expenditure  or  revenue  oriented,  or  both. 

Budget  Establishment  Center  —  a  responsibility  center  to  which  appropriation(s) 
and/or  revenue  estimate(s)  are  initially  established. 

Working  Center  —  a  responsibility  center  which  will  operate  with  or  without  a 
budget.  Any  applicable  budget  will  be  provided  via  the  allocation  process  from  a  Budget 
Establishment  Center. 

Reporting  Center  —  an  organizational  or  informational  unit  to  which  various 
responsibility  and/or  reporting  center  results  are  accumulated  and  reported. 


ESTABLISHING   RESPONSIBILITY  CENTERS 

In  attempting  to  follow  the  specifications  for  establishing  Responsibility  Centers 
(Form  191  -  See  Exhibit  G)  you  will  find  that  Fields  E,  F,  G,  K  and  L  are  the  most  difficult 
to  complete.  The  main  reason  for  this  is  that  there  are  several  basic  options  available 
for  establishing  Responsibility  Centers  and  the  specifications  vary  accordingly.  The  following  two  (2) 
options  and  the  correlary  requirements  for  the  Form  191   (Responsibility  Center  Attributes) 
Field  E-2,  F-1,  F-2,  F-3,  G,  K-1,  K-2  and  L  are  discussed  below. 

NOTE:    Throughout  the  Options  discussion  we  will  be  referring  to  the 
following  terms: 

Term:  Definition: 

Budget  Appropriation(s)  and/or  revenue  estimate(s). 

A-Budget  Appropriation(s) 

R-Budget  Revenue  Estimate(s) 

Create  a  Budget  Establishment  Center  and  totally  allocate  the  Budget  to  Working 
Center(s). 

A-Budget  Special  Field  Requirements 

E-2 

Mark  (x)  yes. 

F-1,  F-2  and  F-3 

Mark  (x)  yes  for  each  field. 
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G  —  Is  Indicated  Activity  Permitted 

Mark  (x)  in  "no"  column  for  all  Objects  of  Expenditure. 

G  —  Object  Budget  Level 

Mark  (x)  in  "0"  column  for  all  Objects  of  Expenditure. 

G  —  Control  Object  at  Level  Indicated 

Mark  (x)  in  "0"  column  for  all  Objects  of  Expenditure. 


Example 


I 

1 

FISCAL  PERIOD 
Mark  M  One 

NON-CONTINUING   f~X] 
(Asaume  currant  State  fiscat  ymr.l 

CONTINUING    LZD                 »-.         from 
(Specify  focal  period.)      ■* 

* 

1 

2 

WM  a  Form  212  and/or  a  Form  214  be  coded  diractty  to  this  Cents?                |    YES      C          I     NO        1 

RPsHSRKi 

F 

1 

li  expenditure/withdrawal  activity  permitted? 

YES       1  Kl 

NO         □ 

EXPENDITURES  -  WITHDRAWALS 

CLASSIFICATION  AND  BUDGETARY  CONTROLS 

•  •Sace»twMF-e-nf-^•• 

2 

Il  the  Cantar  Budgeted ? 

yes   r»n 

NO        1       1 

3 

li  tha  Cantar'i  budget  to  ba  controlled? 

YES     m 

NO        1       | 

G 

OBJECT  OF  EXPENDITURE 

(Complete  only  if  activity  permitted. f 

Is  indtcatad 
activity  permitted? 

Objact  Budfat  Laval 

Control  Objact  at  level  jndiioasd, 

YES 

NO 

0 

1 

2 

3 

0 

1 

2 

3 

1000 

Personal   Service* 

X 

fi 

X 

2000 

Operating   Expenses 

X 

X 

X 

3000 

Equipment 

K 

fi 

t 

4000 

Ceoital    Outlay 

K 

X 

X 

5000 

Local   Assistance 

X 

< 

X 

6000 

Grants 

.  X 

X 

* 

7000 

Benefits  and   Claims 

X 

X 

t 

8000 

Transfers 

X 

X 

X 

9000 

Debt  Service 

X 

X 

M 

R-Budget  Special  Field  Requirements 

E-2 

Mark  (x)  yes. 

K-1  and  K-2 

Mark  (x)  yes  for  both  fields. 


At  least  one  (1)  line  must  be  completed.  However,  up  to  nine  (9)  lines 
may  be  completed. 


Example 


K 

1 

Is  revenue/Income  activity  parmittad? 

YES       USJ 

NO 

u 

■    — revenue  -  income 

CLASSIFICATION  AND  BUDGETARY  CONTROLS 
•  •  Sections  K  -  L  •' 

2 

Is  the  Center  Budgeted? 

yes  ra 

NO 

□ 

L 

OBJECT  OF   REVENUE 
DISTRIBUTION 

Object  of 
Revenue  Coda 

Accounting  Entity 

RurtniW  Ef1tm*rt« 

Genaral  Ledger 

Segregate  Refunds 

Pas  aan  tags 

Revenue 

Income 

Yes 

No 

_1_ 

_2_ 
3 

^4_ 

^6_ 
J_ 
JB_ 
9 

Complin  only  ft 
activity  it  permitted. 
~9»99"  In  the 
Ob/act  of  revenue 
field  Indicates 
that  all  ob/acts  of 
revenue    will  ba 
diatributad  aa 
indicatad. 

o/«r 

©HPO 

/©••I 

X 

X 

(,«00  0*> 

02OI 

OUVl 

2  OOll 

* 

tt 

o.9ooo 

Ol©| 

e  «/</«/•/ 

«•*»•>»/ 

> 

«r 

0.  tOOQ 

<HH 

OJllT. 

2.O0/L 

J* 

X 

I.OCO0 
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Create  a  Working  Center  which  will  have  activity  relative  to  Budgets  only. 
A-Budget  Special  Field  Requirements 

E-2 

Mark  (x)  no. 

F-1  and  F-2 
Mark  (x)  yes. 

F-3 

Mark  (x)  yes  if  center's  budget  is  to  be  controlled  at  or  below  center  level. 

Mark  (x)  no  if  control  is  not  necessary. 

G  —  Is  Indicated  Activity  Permitted 

Mark  (x)  either  yes  or  no  on  each  line,  to  designate  the  broadest  level  of 
Objects  of  Expenditure  that  may  be  transacted. 

G  —  Object  Budget  Level 

Mark  (x)  either  0,  1,  2  or  3  for  each  line  where  "yes"  is  marked  in  the  "Is 
Indicated  Activity  Permitted"  field.  Once  level  1,  2  or  3  is  marked  for  any 
"yes"  line  a  level  1,  2  or  3  must  be  marked  for  all  "yes"  lines. 


Mark  (x)  column  "0"  for  each  line  where 
Activity  Permitted"  field. 


'no"  is  marked  in  the  "Is  Indicated 


—  Control  Object  At  Level  Indicated 

If  Field  F-3  is  marked  "no"  the  "0"  column  must  be  marked  for  all  Objects 
of  Expenditure.  If  Field  F-3  is  marked  "yes",  control  level  must  be  either  0, 
1,  2  or  3  for  each  line  where  "yes"  is  marked  in  the  "Is  Indicated  Activity 
Permitted"  field.  Level  marked  (0,  1,2  or  3)  must  be  equal  to  or  smaller  than 
the  Object  Budget  Level  indicated  (see  illustration  in  Option  3). 

Mark  (x)  column  "0"  for  each  line  where  "no"  is  marked  in  the  "Is  Indicated 
Activity  Permitted"  field. 


Example  - 


(With  F-3  Marked  "yes") 


E 

1 

FISCAL  PERIOD 
Mar*  Ik)  On* 

NON-CONTINUING   IKI 

lAuume  current  Sun  fiteml  ymmrj 

CONTINUING    CD                 ^         from 
ISptcify  final  period.)      ~ 

JB. 

2 

Will  •   Form  212  and/or  •   Form  214  be  coded  drectly  to  1 

hi.  {War?                 |     VES      l_l     1     NO        B    ■ 

r 

1 

It  eKpenditure/withdravieJ  activity  parmittad? 

VES      C£) 

NO      CD 

EXPENDITURES  —  WITHDRAWALS 
CLASSIFICATION  AND  BUDGETARY  CONTROLS 

•  •  Section,  F  -  G  ■  H    J  •  ' 

2 

It  the  Center  Budgeted? 

YES     DB 

no     CD 

3 

It  the  Center*!  budgat  to  be  controlled? 

YES      fj] 

no    a 

G 

OBJECT  OF  EXPENDITURE 

t  Compter*  only  it  mctieity  permitted.) 

It  indicated 
activity  parmittad? 

Objact  Budget   Laval 

Control  Ob>M  at  level  indicated. 

YES 

NO 

0 

1 

7 

3 

0 

i 

7 

3 

1000 

Pereonal    Servicet 

X 

X 

* 

2000 

Operating    Expense* 

X 

X 

* 

3000 

Equipment 

X 

B 

X 

4000 

Capital  Outlay 

y 

X 

X 

6000 

Local    Attittanca 

X 

X 

■* 

6000 

Grantt 

X 

te 

J* 

7000 

Benefiti  and   Claim* 

X 

X 

X 

8000 

Tranrfen 

X 

K 

x> 

m°. 

Debt    Serine* 

* 

x 

X 
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Example 


(With  F-3  Marked  "no") 


I 

1 

FISCAL  PERIOD 

Umrk    Ixl  On* 

NON-CONTINUING   ED 
tAttumt  currant  Start  fiscal  ymmr.i 

CONTINUING    1       1                 a,.          from 

ISoacity  lucal  p-,od.l      ~ 

JB. 

2 

WW  a  Form  712  and/or  •  Form  214  bo 

cooed  directly  to  thai  Center?                 I     YES      1       I     1     NO        |2£J    H 

F 

1 

ll  expenditure/withdrewal  activity  permitted? 

YES       fK] 

NO         O 

EXPENDITURES  -  WITHDRAWALS 

71 

It  ma  Center  Budgeted? 

YES    5»n 

NO         1        1 

CLASSIFICATION  AND  BUDGETARY  CONTROLS 

•  •  Srctiontf    G  ■  M    J  •  ' 

3- 

(•  The  OHif'i  budget  to  be  controllod? 

YES       H 

NO      CS 

G 

OBJECT  OF  EXPENDITURE 

tComptatm  onty  H  activity  parmirtmdj 

If  indicated 
activity  permitted? 

Object  »udeet   Level 

Control  Object  at  level  hldiiaised 

YES 

NO 

p 

2 

3 

0 

1 

2 

3 

1000 

Personal    Services 

X 

K 

X 

2000 

Operating   Expenses 

A 

X 

X 

3000 

Equipment 

X 

X 

X 

4000 

Capitol    Outlay 

X 

A 

X 

MOO 

Local    Ail  it  lance 

J» 

A 

X 

BOOB 

Grann 

X 

X 

X 

7000 

Benefits  and  Claims 

X 

X 

Jt 

8000 

Transfer* 

»* 

< 

* 

<W° 

Dabt   S*rvic 

A 

* 

> 

R- Budget  Special  Field  Requirements 

E-2 

Mark  (x)  no. 

K-1  and  K-2 
Mark  (x)  yes. 


If  applicable  refer  to  preceding  discussion. 
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FINAL  SPECIFICATIONS  FOR  APPLICATION  AND  USE  OF  FIELDS 
FORM  191  -  RESPONSIBILITY  CENTER  ATTRIBUTES 

A1  -  DESIGNATION  OF  FORM 

►  Mark  (X)  to  indicate  the  form  is  to  be  utilized  as  a  Form  191 
(Responsibi J ity  Center  Attributes). 

*     Because  Responsibility  Center  Is  marked,  Fields  A2  -  L  must 
be  completed  and  M  and  N  are  permitted  with  an  "add"  action. 

A2  -  DATE 

►  Record  applicable  transaction  date. 

►  Required  configuration:  XX-XX-XX  (07"31-78). 

A3  -  RECORD  FOR  AGENCY 

►  Record  four  digit  agency  code  to  indicate  the  controlling/responsible 
agency. 

►  Serves  as  the  prefix  to  the  responsibility  center  number. 

►  Must  exist  in  SBAS  ICC  file  when  a  responsibility  center  is  created. 

A*  -  CENTER  NUMBER 

►  Record  1-10  digits. 

►  Must  be  all  numeric. 

►  May  be  structured,  but  structuring  is  not  recognized  in  the  System. 

►  Operationally,  this  field  is  suffixed  to  the  Record  For  Agency  (Field  A3) 

►  Must  be  established  to  record  any  budgetary  or  nominal  activities  in 
SBAS  (whether  the  transaction  is  MiniCoded  or  MaxiCoded). 

A5  -  ACTION 

►  Mark  (X)  either  Add,  Delete  or  Modify. 

Add:       A  previously  unused  responsibility  center  Is  being 
added  to  the  f i le. 

Delete:    An  entire  responsibility  center  is  being  deleted 

from  the  file.   Centers  that  have  been  deleted  will 
remain  in  the  file  until  fiscal  year-end.  After  a 
center's  number  has  been  purged  from  the  file  it  can 
be  reused. 
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Modify:     A  given  field  within  an  existing  responsibility 
center  file,  to  the  extent  permitted,  is  being 
changed.   Modifications  can  involve  changing  an 
existing  specific  field  to  a  blank  condition. 

B  -  NAME  OF  CENTER 

►  Record  desired  name  of  responsibility  center  in  1-30  characters, 
alpha-numeric. 

►  Used  in  the  on-line  display  and  in  the  report  generation  cycle. 

C  -  NAME  OF  RESPONSIBLE  PERSON 

»   Record  desired  name  of  responsible  person  in  1-30,  alpha-numeric 
characters. 

►  Used  in  the  on-line  display  and  in  the  report  generation  cycle. 

D  -  ADDRESS  OF  RESPONSIBLE  PERSON 

►  Record  applicable  address  of  responsible  person  in  1-30,  alpha- 
numeric characters. 

►  Used  in  the  on-line  display  and  in  the  report  generation  cycle. 

E1  -  FISCAL  PERIOD 

►  Mark  (X)  to  designate  either  a  non-continuing  or  continuing  status 
of  recorded  activities. 

►  Non-continuing  means  that  theproject  fits  within  the  State's  7/1  - 
6/30  fiscal  year. 

►  Continuing  can  be  set  at  any  period  (designated  in  the  space  provided), 

►  This  information  will  appear  in  Report  Forms  661  and  662  and  will  be 
utilized  in  calculating  elapsed  time  %. 

►  When  "99-99-99"   is  recorded  in  the  "to"  block  of  the  continuing 
designation,  the  responsibility  center  has  no  terminal  date  and  will 
accumulate  nominal  and  encumbrance  activity  but  not  budgetary 
activity  as  long  as  the  appropriations  and/or  revenue  estimates 
continue  into  subsequent  years.   This  will  not  permit  the 

elapsed  time  %   to  be  calculated  and  thus  not  indicated  in  report 
forms. 

►  To  be  continuing,  a  responsibility  center  must  relate  totally  to  an 
appropriation  or  appropriations  (Field  H)  and/or  to  a  revenue  estimate 
or  revenue  estimates  (Field  L)  which  is/are  continuing. 
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E2  -  WILL  A  FORM  212  AND/OR  A  FORM  21*4  BE  CODED  DIRECTLY  TO  THIS  CENTER? 

►  Mark  (X)  either  yes  or  no. 

►  Relates  to  both  expenditure/withdrawals  and  revenue/ i ncome . 

►  Each  appropriation  and  revenue  estimate  must  be  established  in 
terms  of   a  responsibility  center  when  the  Form  212  or  21**  is 
transacted.   When  a  responsibility  center(s)  is  used  for  this 
purpose,  "YES"  must  be  designated  for  "Will  a  Form  212  and/or  a 
Form  21A  be  coded  directly  to  this  Center?"  When  subsequent 
allocations  are  made  to  achieve  control  over  budgeted  activities, 
the  authorization  is  taken  away  from  these  centers  and  established 
in  "working"  budge  ted  responsibility  centers  (those  responsibility 
centers  that  collect  nominal /encumbrance  activities). 

F1  -  IS  EXPENDITURE/WITHDRAWAL  ACTIVITY  PERMITTED? 

►  Mark  (X)  either  yes  or  no. 


p    A  yes  answer  permits  either  expenditures  or  withdrawals  to  be 
recorded  in  the  responsibility  center.   A  no  answer  stops  both 
expenditures  and  withdrawals  from  being  recorded  in  the  center. 

►  If  no  is  indicated,   proceed  to  Field  K  (do  not  complete  Field  F2 
or  F3). 


F2  -  IS  THE  CENTER  BUDGETED? 

►  If  expenditure/withdrawal  activity  is  permitted,  mark  (X)  either 
yes  or  no.   Yes  must  be  marked  if  Field  E2  is  marked  yes. 

►  If  yes  is  marked,  all  financial  activities  must  be  assigned  to  an 
appropr iation(s)  in  Field  H. 

►  If  no  is  marked,  related  activities  may  or  may  not  be  assigned  to 
an  appropr iation(s)  in  Field  H. 


F3  -  IS  THE  CENTER'S  BUDGET  TO  BE  CONTROLLED? 

►  If  expenditure/withdrawal  activity  is  permitted,  mark  (X)  either 
yes  or  no  irrespective  of  the  existence  of  an  appropriation  or 
appropriations.   Yes  must  be  marked  if  Field  E2  is  marked  yes. 

►  If  yes  is  marked,  the  "Control"  relates  to  the  Center's  budget  in 
total.   If  control  is  specified,  transactions  overdrawing  the 
responsibility  center's  total  budget  will  be  listed  as  errors  on 
the  Update  Exception  Report  and  must  be  remedied  promptly.   If 
the  overdraft  transaction  relates  to  a  Transfer-Warrant  Claim, 
the  warrant  will  be  written. 

►  I f  no  is  marked,  budgetary  control  cannot  be  specified  at  the 
object  level  in  Field  G. 


5-10 


OBJECT  OF  EXPENDITURE:  IS  INDICATED  ACTIVITY  PERMITTED? 

►  If  expenditure/withdrawal  activity  is  permitted  (see  Field  Fl), 
mark  (X)  either  yes  or  no  on  each  line  which  designates  the 
broadest  level  of  object  of  expenditures  that  may  be  transacted 
in  the  center. 

►  A  yes  answer  will  allow  the  indicated  activity  to  be  recorded 

in  the  center.   A  no  answer  will  preclude  objects  in  the  indicated 
group  from  being  recorded  (applies  only  to  nominal  and  encumbrance 
transactions)  in  the  center  whether  the  transaction  is  MiniCoded  or 
Maxi  Coded. 


►  Yes  must  be  marked  for  at  least  one  line  if  expenditure/withdrawal 
activity  is  permitted  (see  Field  F1)  and  you  wish  nominal  or 
encumbrance  activity  to  be  recorded. 


OBJECT  OF  EXPENDITURE  -  OBJECT  BUDGET  LEVEL 

►  This  attribute  of  the  Responsbl 1 i ty  Center  file  is  used  to  load 
Field  R2,  Object  of  Expenditure  -  Budget  Level  in  applicable  SBAS 
transactions. 

►  If  Field  F-2  is  marked  "yes",  mark  (X)  either  0,  1 ,  2  or  3  for 
each  Object  of  Expenditure  line. 


0  =  no  budget  for  object 

1  =  budget  at  category  level 

2  =  budget  at  object  level 

3  =  budget  at  detailed  level 


•  Once  an  Object  Budget  Level  beyond  "0"  (i.e.  1,2  or  3)  has  been 
indicated  for  a  line  where  the  "Is  Indicated  activity  permitted?" 
field  was  marked  "yes"  or  "no",  then  all  lines  must  specify  an 
Object  Budget  level  beyond  "0". 

•  If  the  "Is  indicated  activity  permitted?"  field  is  marked  "no" 
for  any  Objects  of  Expenditure,  an  Object  Budget  Level  other 
than  "0"  may  be  indicated  for  any  line  where  a  reserve  budget 
allocation  is  going  to  be  established. 
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►  If  Field  E-2  is  marked  "no"  and: 

•  Field  F-2  is  marked  "yes",  mark  (X)  either  0,  1  ,  2  or  3 
for  each  line  marked  "yes"  in  the  preceding  activity  per- 
mitted field.   Mark  (X)  in  column  "0"  for  each  line  where 
activity  is  not  permitted. 

•  Field  F-2  is  marked  "no",  mark  (X)  in  "0"  column  for  all 
Object  of  Expenditure  lines. 

•  If  Field  G  is  marked  "yes"  for  any  category  with  a  budget 
level  greater  than  "0",  then  all  categories  marked  with  a 
"yes"  must  have  a  budget  level  greater  than  zero  marked. 

►  If  0,  1 ,  2  or  3  is  indicated,  a  budget  (authorized)  amount  will  be 
reported  in  the  Responsibility/Reporting  Center  financial  reports 
providing  the  appropriate  Form  213  (Appropriation  Allocation)  has 
been  input. 

G  -  OBJECT  OF  EXPENDITURE:   CONTROL  OBJECT  AT  LEVEL  INDICATED. 


►  If  Field  F1  is  marked  "yes",  mark  (X)  either  0,  1 ,  2  or  3  for  each 
line  where  "yes"  is  marked  in  the  "Is  indicated  activity  permitted?" 
field.   If  Field  F2  is  marked  "no",  the  "0"  column  must  be  marked 
for  all  Objects  of  Expenditure  in  which  activity  is  permitted. 

►  As  a  min  imum  "0"  must  be  marked  even  when  the  "Is  indicated  activity 
permitted?"  field  is  marked  "no". 

►  Level  marked  must  be  equal  to  or  smaller  than  the  level  marked  in 
the  preceding  object  budget  level: 


If  Object  Budget 

Control  Object  at 

Level  is: 

Level  indicated  can  be: 

0 

0 

1 

0,  1 

2 

0,1,2 

3 

0,1,2,3 

►  If  0,  1,  2  or  3  is  marked,  transactions  that  cause  the  applicable 
budget  to  go  negative  will  be  recorded  but  reported  in  the  Update 
Exception  Report  and  immediate  action  should  be  taken  to  remedy 
the  underlying  problem. 

►  Control  level  of  greater  than  "0"  can  only  be  marked  if  Field  F-3 
is  marked  "yes". 
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DISTRIBUTION  -  INTRODUCTION 

►  This  attribute  provides  the  means  to  complete  the  following  SBAS 
fields  for  disbursement  transactions: 

F  -  Accounting  Entity 

G1/G2  -  Specific  General  Ledger  Debit/Credit 

I  -  Appropriation 

►  Also,  if  a  responsibility  center  has  more  than  one  source  of 
funding,  the  distribution  calculations  will  be  made  by  the 
Mini  Code  Module. 


H  -  DISTRIBUTION  -  ACCOUNTING  ENTITY 

►  Do  not  complete  unless  Field  F1  is  marked  "yes". 

►  All  financial  activities  recorded  in  SBAS  must  be  stated  in  terms 
of  an  accounting  entity.   This  field  is  used  to  complete  Field  F 
in  the  SBAS  Data  Processing  Encoding  Summary. 

►  Activities  must  be  distributed  to  at  least  one  line  with  one 
accounting  entity. 

►  Accounting  entities  entered  in  this  field  must  be  derived  from  the 
SBAS  ICC.   The  Record  For  Agency,  identified  in  Field  A3,  must  be 
either  the  administering  agency  or  an  agency  subdivision  of  the 
accounting  entity. 

H  -  DISTRIBUTION  -  APPROPRIATION 

►  The  overriding  criterion  for  designating  an  appropriation  in  this 
field  concerns  whether  or  not  related  expenditures/withdrawals  are 
to  be  charged  to  an  appropriation. 

►  If  Field  F2  is  marked  "yes",  at  least  one  line  with  one  appropriation 
must  be  recorded  in  this  field  (and  all  distributions  indicated  must  be 
made  in  terms  of  appropriations). 

►  If  Field  F2  is  marked  "no",  an  appropriation  may  be  identified  in 
this  field. 

►  The  appropr iation(s)  selected  must  be  assigned  to  the  accounting 
entity  recorded  in  the  related  accounting  entity  field  and  must  be 
assigned  to  the  applicable  Record  for  Agency. 

►  The  appropr iation(s)  selected  must  be  previously  established  in  SBAS. 

►  If  an  appropriation  is  indicated,  the  related  general  ledger  control 
account  entry  becomes  "budgeted".   If  no  appropriation  is  entered, 
the  general  ledger  control  account  assumes  a  non-budgeted 
orientation. 
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H  -  DISTRIBUTION  -  GENERAL  LEDGER 

►  Mark  (X)  either  expenditure  or  withdrawal  for  each  line  of 
distribution. 

►  This  field  is  used  to  complete  the  generic  general  ledger 
entry  (SBAS  Field  G1/G2)  dictated  by  the  form  code  and  en- 
ables nominal  disbursements  and  budgetary  allocations  to  be  cast 
in  terms  of  primary  (expenditure)  or  secondary  (withdrawals) 
activi  ties. 

►  If  an  appropriation  is  involved,  the  control  account  requirement 
shown  on  the  document  establishing  the  appropriation  must 
correlate  with  what  is  indicated  here.   The  appropriation  document 
will  show  either  expenditures  (5201)  or  wi thdrawals  (5205). 

►  If  an  appropriation  is  not  shown  on  the  distribution  line,  the 
Department  of  Administration,  Accounting  Division,  should  be 
consulted  to  aid  in  making  the  proper  selection  between  expenditures 
and  withdrawals. 


DISTRIBUTION  -  PERCENTAGE 

►  If  expenditure/withdrawal  activity  is  permitted,  this  field  in- 
dicates for  the  MiniCode  Module's  computational  segment  what 
percentage  of  the  MiniCoded  transaction  amount  is  to  be  identified 
with  each  line  in  Field  H. 

►  At  least  one  line  with  one  percentage  distribution  must  be  shown. 

►  If  only  one  percentage  is  shown,  it  must  be  constructed  as  follows: 
1.0000,  which  equals  100%. 

►  Each  percentage  must  be  constructed  so  that  1.0000  equals  100% 
(0.5000  =  50%     0.0100  =   1%). 

►  All  percentages  must  contain  five  digits:   X.XXXX. 

►  The  total  of  percentages  must  equal  1.0000  and  that  total  may  be 
attained  only  once  per  responsibility  center. 


J1  -  PROGRAM  ASSIGNMENT 

►  If  Field  F1  is  marked  "yes",  record  a  two  (2)  digit  program  code  to 
which  the  responsibility  center's  expenditures-withdrawals  relate. 

►  Available  programs  are  contained  in  the  SBAS  ICC  and  selections  must 
be  made  from  the  inventory  of  programs  assigned  to  the  Record  For 
Agency  in  Field  A3.   The  program  code  is  also  available  from  the 
document  establishing  the  appropriation. 

►  The  program  code  assignment  permits  the  monthly  generation  of  SBAS 
output  report  663  which  is  available  to  the  agency  (see  output  report 
section  for  details). 

►  Once  assigned,  if  transactions  have  been  recorded,  the  assigned 
program  cannot  be  changed  except  at  year-end. 
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J2  -  FUNCTION  ASSIGNMENT 

►  If  Field  F1  is  marked  "yes",  record  a  two  (2)  diqit  function  code 
to  designate  the  function  to  which  the  responsibility  center's 
expenditures-withdrawals  most  closely  relate. 

►  The  available  inventory  of  functions  can  be  found  in  Exhibit  J. 

►  Functions  permit  the  preparation  of  the  Function  Report  (Form  663) 
which  is  designed  primarily  for  the  Accounting  Division  and  the 
Office  of  Budget  and  Program  Planning. 

K1  -  REVENUE-INCOME:  IS  REVENUE/ INCOME  ACTIVITY  PERMITTED? 

►  Mark  (X)  either  yes  or  no. 

►  A  yes  answer  allows  either  revenue  or  income  to  be  recorded  in  the 
responsibility  center.  A  no  answer  stops  both  revenue  and' income 
from  being  recorded  in  the  center. 

►  If  no  is  indicated,  proceed  to  Field  M  (do  not  complete  Field  K2 
or  L). 


K2  -  REVENUE- INCOME:  IS  THE  CENTER  BUDGETED? 

►  To  be  completed  only  if  Field  K1  is  marked  "yes". 

►  Mark  (X)  either  yes  or  no. 

►  Yes  must  be  marked  if  Field  E2  and  Field  K1  are  marked  "yes". 

►  If  yes  is  marked,  all  financial  activities  must  be  assigned  to  a 
revenue  estimate  or  estimates  in  Field  L. 

►  If  no  is  marked,  financial  activities  may  or  may  not  be  assigned  to 
a  revenue  estimate  or  estimates  in  Field  L. 

►  A  yes  answer  demands  that  a  budget  be  created,  which  is  expressed 
in  terms  of  the  total  responsibility  center,  when  financial  trans- 
actions are  recorded. 

►  NOTE:  Revenue  budgets  are  not  controlled.  Transactions  are  not 
rejected  if  the  balance  goes  negative. 
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L  -  OBJECT  OF  REVENUE:  INTRODUCTION 


The  revenue- income  distribution  section  allows  a  different  dis- 
tribution to  be  specified  for  each  object  of  revenue  (the  expenditure- 
withdrawal  distribution  allows  only  one  distribution  set  for  all 
objects  of  expenditure).   Nine  distribution  lines  may  be  used  to 
distribute  revenue  and  multiple  100%  distribution  sets  may  be  utilized. 
Each  object  of  revenue  shown  must  relate  to  a  100%  distribution. 
When  one  line  is  less  than  100%,  the  object  involved  must  be  entered 
on  the  next  succeeding  line  or  lines  until  the  cumulative  percentage 
equals  100%.  At  that  point,  a  new  object  of  revenue  can  be  distributed 
(If  the  remaining  lines  permit  a  100%  distribution). 


For  Example: 

1 

Is  revenue/income  activity  permitted? 

YES      liLl 

NO         I I 

REVENUE  -  INCOME 

CLASSIFICATION  AND  BUDGETARY  CONTROLS 

•  •  Sections  K-L  •  • 

2 

Is  the  Center  Budgeted? 

YES      LxJ 

NO        □ 

OBJECT  OF 
REVENUE 

Object  of 
Revenue  Code 

Accounting  Entity 

Revenue  Estimate 

General 

Ledger 

Segregate  Refunds 

Percentage 

Revenue 

Income 

Yea 

No 

J_ 
7^ 

■    4_ 
5 

7 

± 
9 

Complete  only  if 
activity  is  permitted. 

"9999"  in  the 
revenue  code  field 
indicates  that  all 
revenue  objects  will 
be  distributed  as 
indicated. 

0138 

01100 

10008 

X 

X 

0.9000 

0138 

02905 

20551 

X 

X 

0.0500 

0138 

06104 

60200 

X 

X 

0.0500 

0015 

04332 

40130 

X 

X 

0.9000 

0015 

04350 

40221 

X 

X 

0.1000 

0246 

05007 

50020 

X 

X 

1.0000 

9999 

05761 

50800 

X 

X 

1.0000 

►  The  information  recorded  in  Field  L  provides  the  means  to  complete 
the  following  fields  for  MiniCoded  revenue,- income  transactions: 

F  -  Accounting  Entity 

G1/G2  -  Specific  General  Ledger  Control  Account 

Debit/Credit 
L  -  Revenue  Estimate 


L  -  REVENUE  -  INCOME:  REVENUE  CODE 

►  If  Field  K1  is  marked  "yes",  record  the  four-digit  revenue  code(s) 
which  identifies  the  objects  of  revenue  that  will  be  collected  by 
the  Center  which  are  to  be  MiniCoded. 

►  9999  can  be  used  to  indicate  that  "all"  objects  of  revenue  codes, 
other  than  any  specifically  shown,  transacted  in  connection 

with  the  subject  responsibility  center  are  to  be  distributed  as  shown, 
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►  The  object  of  revenue  code(s)  selected,  except  9999.  must  be 
assigned  to  the  Record  for  Agency  identified  in  Field  A3- 

►  Available  object  of  revenue  codes  are  found  in  the  SBAS  ICC 
"Agency  Object  of  Revenue  Codes  -  172". 


L  -  REVENUE  -  INCOME  DISTRIBUTION  BY  ACCOUNTING  ENTITY 

►  Do  not  complete  unless  Field  K1  is  marked  "yes". 

►  All  financial  activities  recorded  in  SBAS  must  be  stated  in 
terms  of  an  accounting  entity.   This  field  is  used  to  complete 
Field  F  in  the  SBAS  Data  Processing  Encoding  Summary. 
Activities  must  be  distributed  to  at  least  one  line  with  one 
accounting  entity. 

►  Accounting  entities  entered  in  this  field  must  be  derived  from 
the  SBAS  ICC.  The  Record  For  Agency,  identified  in  Field  A3,  must 
be  either  the  administering  agency  or  an  agency  subdivision  of  the 
accounting  entity. 

L  -  REVENUE  -  INCOME:   DISTRIBUTION  BY  REVENUE  ESTIMATE 

►  Do  not  complete  unless  Field  K1  is  marked  "yes". 

►  The  overriding  criterion  for  designating  a  revenue  estimate  in 
this  field  concerns  whether  or  not  related  revenue- income  is  to 
be  recorded  to  a  revenue  estimate. 

►  If  Field  K2  is  marked  "yes",  at  least  one  line  with  one  revenue 
estimate  must  be  recorded  in  this  field  (and  all  distributions 
must  be  made  in  terms  of  revenue  estimates). 

►  If  Field  K2  is  marked  "no",  a  revenue  estimate(s)  may  be 
identified  in  this  field. 

►  The  revenue  estimate(s)  selected  must  be  assigned  to  the 
accounting  entity  recorded  in  the  related  accounting  entity 
field  and  must  be  assigned  to  the  applicable  Record  for  Agency. 

►  The  revenue  estimate(s)  selected  must  be  previously  established 
in  SBAS. 

►  If  a  revenue  estimate  is  shown,  the  related  general  ledger  control 
account  entry  for  that  object  becomes  "budgeted".   If  not,  the 
general  ledger  control  account  assumes  a  non-budgeted  orientation. 
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REVENUE  -  INCOME:   DISTRIBUTION  BY  GENERAL  LEDGER 

►  If  Field  K1  is  marked  "yes"  mark  (X)  either  revenue  or  income  for 
each  line  of  distribution. 

►  This  field  is  used  to  complete  the  generic  general  ledger  entry  (SBAS 
transactions  Fields  G1/G2)  dictated  by  the  form  code  and  enables 

the  nominal  receipts  and  budgetary  to  be  cast  in  terms  of  primary 
(revenue)  and  secondary  (income)  activities. 

►  If  a  revenue  estimate  is  involved,  the  control  account  requirement 
shown  on  the  document  establishing  the  revenue  est  imate  must  correlate 
with  what  is  indicated  here.   The  revenue  estimate  will  show  either 
revenue  (5101)  or  income  (5102). 

►  If  a  revenue  estimate  is  not  shown  on  the  distribution  line,  the 
Department  of  Administration,  Accounting  Division,  should  be 
consulted  to  aid  in  making  the  proper  selection  between  revenue  and 
income. 


L  -  REVENUE  -  INCOME:   DISTRIBUTION,  SEGREGATION  OF  REFUNDS 

►  If  Field  K1  is  marked  "yes",  mark  either  "yes"  or  "no"  for  each  line 
of  distribution. 

►  A  "yes"  answer  will  cause  revenue  refunds  to  be  accumulated  in  a 
general  ledger  control  account  separate  from  collections: 

5105  "  Budgeted  Revenue  Refunds 

5106  -  Budgeted  Income  Refunds 

5107  "  Non-Budgeted  Revenue  Refunds 

5108  -  Non-Budgeted  Income  Refunds 

►  This  device  does  not  cause  refunds  to  be  separately  identified  in  the 
Responsibility/Reporting  Center  Financial  Reports. 

►  Revenue/ Income  refunds  are  only  recognized  in  the  Mini  Code  Module 
when  an  object  of  revenue  is  shown  on  a  Transfer-Warrant  Claim.   Other 
transactions  which  should  be  so  classified  (as  in  Journal  Voucher 
transactions)  must  be  MaxiCoded  to  achieve  the  desired  distribution. 

L  -  REVENUE  -  INCOME:   DISTRIBUTION  -  PERCENTAGE 

►  If  Field  K1  is  marked  "yes",  this  field  indicates  for  the  MiniCode 
Module's  computational  segment  what   percentage  of  the  MiniCoded 
transaction  amount  is  to  be  identified  with  each  line  for  a 
specif  i  c  object  of  revenue  in  Field  L. 

►  At  least  one  line  with  one  percentage  distribution  must  be  shown. 

►  If  only  one  percentage  is  shown,  it  must  be  constructed  as  follows: 
1.0000,  which  equals  100%. 
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►  Each  percentage  must  be  constructed  so  that  1.0000  equals  100% 

(0.5000  =  50%;  0.0100  =  n). 

►  All  percentages  must  contain  five  digits:   X.XXXX. 

►  The  total  of  percentages  for  each  given  object  of  revenue  code  must 
equal  1.0000  and  1.0000  may  be  attained  in  a  single  responsibility 
center  up  to  nine  times  if  space  allows. 


M  -  OPTIONAL  -  1.   CASH  SUBSIDIARY  DETAIL  LEDGER 

►  If  an  accounting  entity's  cash  is  to  be  segregated  through  use  of 
subsidiary  detail  ledger  accounts  and  the  detail  desired  equates 
to  a  responsibility  center  or  centers,  the  applicable  SDL  number 
can  be  recorded  here  if  related  transactions  are  to  be  MiniCoded. 

►  If  an  SDL  number  (up  to  1*4  all-numeric  digits)  is  recorded,  the 
SDL  number  will  be  added  to  each  transaction  on  MiniCoded  documents 
where  general  ledger  control  account  1 1 0*t  is  involved. 

►  Before  cash  can  be  segregated  in  an  SDL  account,  each  accounting 
entity  involved  in  either  the  expenditure-withdrawal  or  revenue- 
income  distribution  must  have  been  granted  the  permission  to  be  so 
accounted  (see  SBAS  ICC  121,  Accounting  Entities). 

►  If  not  applicable,  leave  blank. 


M  -  OPTIONAL  -  2.   BALANCE  FORWARD  AMOUNT 

►  Part  B  of  the  Responsibility  Center  Financial  Report  provides  the 
means  to  pick-up  a  beginning  "balance"  related  to  a  responsibility 
center.   The  balance  may  be  either  cash,  spending  authority,  or 
accumulated  profit  -  or  whatever  else  is  appropriate. 


►  If  applicable,  record  the  desired  amount  -  which  is  used  as  the 
beginning  balance  on  each  month's  Responsibility  Center  Financia' 
Report,  until  changed  by  the  agency.   For  example: 

Part  B  -  Balance  Forward 


Beginning  Balance 

Total  income  to  date 

Total  expense  to  date 

Income  less  expense 

Ending  Balance        20.00   35-00      25.00 


July 

August 

September 

10.00 

10.00 

10.00 

50.00 

70.00 

90.00 

40.00 

45.00 

75.00 

10.00 

25.00 

15.00 
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►  Income  amounts  are  always  added  to  the  beginning  balance.   Expense 
amounts  are  always  subtracted  from  the  beginning  balance. 

►  If  the  beginning  balance  is  negative,  suffix  amount  with  a  minus  (-) 
sign. 

►  Required  Configuration:  maximum  ■  99,999,999-99;  minimum  =  .99. 

No  dollar  signs  are  to  be  recorded;  cents  (even  .00),  must  be  shown. 

►  If  not  applicable,  leave  blank  (a  Beginning  Balance  cannot  be  entered 
into  a  Responsibility  Center  Financial  Report  through  any  other  devices) 


M  -  OPTIONAL  -3.  SHOULD  TRANSACTIONS  BE  STOPPED  FROM  RECORDING  IN  THIS  CENTER? 

►  This  feature  allows  management  to  "freeze"  a  responsibility  center 
without  deleting  it  from  the  file. 

►  If  feature  is  desired,  mark  "Y"  in  the  space  provided. 

►  If  the  field  is  left  blank  when  a  responsibility  center  is  being  added 
or  when  Field  "M"  is  being  modified,  an  "N"  for  No  will  be  assumed. 

►  If  the  field  is  marked,  transactions  encoded  (both  maxi  and  mini)  to  the 
responsibility  center  will  be  rejected  until  the  condition  is  removed. 

M  -  OPTIONAL  -  k.      SHOULD  REPORT  661  BE  PRINTED  FOR  THIS  CENTER? 

►  Enables  management  to  stop  the  hard-copy  production  of  a  responsibility 
center  financial  report  when  there  is  no  need  for  the  report.   The 
activity  in  that  responsibility  center  will  still  be  reported  in  all 
reporting  centers  to  which  it  reports. 

►  Restriction  can  be  removed  at  any  time. 

►  If  restriction  is  desired,  mark  "N"  in  the  space  provided. 

►  If  the  field  is  left  blank  when  a  responsibility  center  is  being  added 
or  when  Field  "M"  is  being  modified,  a  "Y"  for  Yes  will  be  assumed. 

►  Non-printing  of  a  responsibility  center  does  not  preclude  that  center's 
inclusion  in  a  reporting  center,  if  one  is  indicated. 


N  -  REPORTING  CENTERS:   INTRODUCTION 

►  The  reporting  center  series  is  intended  to  service  organization 
reporting  needs.   This  is  accomplished  by  adding  various  responsibility 
and/or  reporting  centers  together  and  reporting  the  results  in 
Reporting  Center  Financial  Reports. 

►  Although  an  unlimited  set  of  circumstances  might  be  accommodated,  the 
more  typical  illustration  of  a  probable  application  is  shown  below: 
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REPORTING  CENTERS 


101 

102 

103 

104 

No. 

Responsibility  Centers 

E.O. 

P.S.D. 

C.S.D.            D-  DIR 

1. 

Director 

2. 

Assist,  to  Director 

V 

3. 

Deputy  Director 

X  \ 

4. 

General  Services  Division 

X   1 

5. 

Personnel   Division 

X    1 

6. 

Central  Services  Division 

X 

1 

7. 

Accounting  Bureau 

X 

xf 

8. 

Budgeting  Bureau 

X 

I 

9. 
10. 

Purchasing  Bureau 
Public  Services  Division 

X| 

X 

/ 

11. 

County  Services  Bureau 

X 

x\ 

12. 

City  Services  Bureau 

x) 

\ 

13. 

Engineering  Division 

*l 

14. 

Construction  Bureau 

X 

X    I 

15. 

Planning  Bureau 

x) 

/ 

X  =  inclusion  of  the  center  in  the  reporting  center. 


►  In  addition  to  serving  five  organization  reporting  needs,  a 
responsibility  center  can  be  assigned  to  a  reporting  center  simply  to 
produce  additional  copies  of  the  responsibility  center,  in  a  summarized 
form. 

N  -  REPORTING  CENTER:   REQUIREMENTS 

►  Assigns  the  indicated  responsibility  center  to  a  reporting  center: 
"where  is  this  center  to  be  reported?" 

►  If  the  responsibility  center  is  not  to  be  reported  in  a  reporting 
center,  leave  the  field  blank. 

►If  the  responsibility  center  is  to  be  reported  in  reporting  center(s) , 
record  the  applicable  all-numeric  number  of  the  reporting  Center(s) 
up  to  f ive-d  ig  i  ts . 

►  A  responsibility  center  can  be  assigned  to  a  maximum  of  five  reporting 
centers. 

►  The  reporting  centers  designated  must  exist  in  the  SBAS  ICC  before 
the  transactions  can  be  accepted. 

►  A  responsibility  center  cannot  be  reported  to  another  responsibility 
center. 

►  A  center's  cost  or  receipt  data  entry  may  not  be  accumulated  more  than 
once  in  another  center  (i.e.  a  responsibility  center  cannot  be  reported 
more  than  once  in  a  summary  reporting  structure). 
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ADDING  A  191  FILE 

►   To  add  a  191,  the  following  Fields  must  be  completed: 

A1  191/192  selection 

A2  Date 

A3  Record  for  Agency 

M  Center  Number 

A5  Action:   Mark  (X)  Add 

B  Name  of  Center 

C  Name  of  Responsible  Person 

D  Address  of  Responsible  Person 

E1  Fiscal  period 

E2  Will  a  Form  212  and/or  a  Form  214  be  coded  directly  to  this 

center? 

F1  Expenditure  -  Withdrawal:   Is  expenditure-withdrawal  activity 

permitted? 

K1  Revenue  -  Income?   Is  the  revenue- income  activity  permitted? 


►  If  Field  F1  is  marked  yes,  Field  F2 ,  F3  and  Fields  G,  H,  and  J  must 
be  completed. 

►  If  Field  K1  is  marked  yes,  Field  K2  and  Field  L  must  be  completed. 

►  Field  M  is  optional. 

P  Field  N  should  be  completed  in  all  cases. 

MODIFYING  A  191  FILE 

¥     To  modify  previously  established  responsibility  centers,  it  is 
necessary  to  complete  the  following  fields: 

Al   191/i92  selection 
A2   Date 

A3  Record  for  Agency 
A^t   Center  Number 

A5  Action:   Mark  (X)  Modify  and  mark  (X)  to  indicate  the  field  or 
fields  that  are  to  be  changed  (B-N). 

►  In  the  field  or  fields  marked  in  A5 ,  record  the  data  as  it  is  to 
appear  in  the  files  for  the  whole  field  that  is  being  modified. 

DELETING  A  191  FILE 

►  To  delete  a  previously  established  191.  complete  Fields  A1  through  A5 . 
marking  (X)  in  the  delete  field.   The  center  will  be  so  flagged  in 
the  ICC  and  purged  from  the  file  at  fiscal  year-end. 
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Form   191/192      Rt>.   2/79 
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-&££ — cm^cI    TriAUv lltccA+C       -fo      CUC'l 


— mw  «- iiii« l»Tnf  fy inocA-re       to      vavi     >. 

STATE  OF  MONTANA    «    STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 


(>) 

On* 


UU   FORM  191      RESPONSIBILITY  CENTER  ATTRIBUTES        ^f  d... 


□ 


FORM  192     REPORTING  CENTER  SPECIFICATIONS 


Record  tor  Agency  ►       f&&/ 


C«m«r  Number 


ACTION 
Mark  («>  On* 


ADD         |g    DELETE^] 


D 


(»)  Sections 
to  Modify* 


b  o 


H     □ 


o" 


TT 


D    □ 


□ 


e  n 
rn 


ncr 


NAME  OF 
CENTER 


NAME  OF 

RESPONSIBLE 

PERSON 


ADDRESS  OF 

RESPONSIBLE 

PERSON 


A.D.MlN>iTJ?AT/OV    -      BBC 


TeREV    pa u 


R.HL       .i.r.9      EPS     BID 


Names  limited  to  30 
characters  including 
spins.  Linn  marked 
for  handprinting.  See 
typewriter  stop* 
indicated. 


FISCAL  PERIOD 
Mark  Ixl  One 


NON-CONTINUING   IX  I 
(Assume  current  State  fiscal  year.) 


CONTINUING   I       I 

(Specify  fiscal  period.! 


from 


Will  |  Form  212  end /or  a  Form  214  be,  coded  directly  to  this  Center? 


Is  expenditure/withdrawal  activity  permitted? 


It  the  Center  Budgeted? 


Ii  the  Center'«  budget  to  be  controlled? 


YES      [7C| 


YES      f|T| 


YES       f)T) 


a 


a 


EXPENDITURES  -  WITHDRAWALS 
CLASSIFICATION  AND  BUDGETARY  CONTROLS 
•*  Sections  F  -G  -H-J  '  *      


OBJECT  OF  EXPENDITURE 
(Complete  only  if  activity  permitted.) 


Is  indicated 
activity  permitted? 


Object  Budget  Level 


YE? 


Control  Object  et  level  indicated. 


Personal    Services 


Operating   Expenses 


Equipment 


Capital    Outlay 


Local    Assistance 


Grants 


Benefits   and   Claims 


Debt   Service 


Distribution 


Complete  only  if 
activity  is  permitted. 
See  ICC  for  codes. 
Appropriation 
required  only  if 
Canter  is  budgeted, 
per  above. 


Accounting  Entity 


Approprietion 


General  Ledger 


Expend. 


Withdraw 


Oi\oo 


337// 


/o*V* 


3QOO& 


INDICATE  TWO  DIGIT  PROGRAM  ASSIGNMENT.   ►  Q  J 


INDICATE  TWO  DIGIT  FUNCTION  ASSIGNMENT. 


Percentage 


■5QOO 


-5QPQ 


fUh- 


Refer  to  ICC  for  available  codes. 


Percentage  must  be 
X.XXXX    1.0000  -  100% 
Total  of  all  percentages 
must  equal  1. 0000. 
Place  "X"  in  appropriate 
general  ledger  column. 


Is  revenue/Income  activity  permitted? 


Is  the  Center  Budgeted? 


TSJ 


YES       SB 


rr 


rr 


REv/EnuE -  Income     

classification  and  budgetary  controls 

•  *  Sections  K-L" 


OBJECT   OF   REVENUE 
DISTRIBUTION 


Object  of 
Revenue  Code 


Accounting  Entity 


Revenue  Estimete 


General  Ledger 


Segregate  Refunds 


Complete  only  it 
activity  is  permitted. 
"9999"  in   the 
object  of  revenue 
field  indicates 
that  all  objects  of 
revenue   will  be 
distributed  as 
indicated. 


ooc>e 


23?  It 


7.QC,  OQ 


1.0000 


Form  191/182      Rev.   2/70 
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+cct  Ptt+il/lTY    OfilLV 


NAME  OF 

RESPONSIBLE 

PERSON 


•  Elite  •Pic* 

A.DMl  h.iSTZAT  ,r\A\    -_    Cuvr.oflY.    FvPPld 


ADDRESS  OF 
RESPONSIBLE 
PERSON 


BO.     PU.Di.gV-        Co^BPiA/ATftg 


fl/fr        /l?         tZDQ     81.1)6 


Names  limited  to  30 
characters  including 
spaces.  Lines  marked 
for  handprinting.  See 
typewriter  stops 
indicated. 


FISCAL  PERIOD 
Merk  (x)  One 


NON-CONTINUING   QaD 
(Assume  current  State  fiscal  year.) 


CONTINUING   O 

(Specify  fiscal  period.) 


from 


Will  a  Form  212  »nd/or  ■  Form  214  b»  ood«d  directly  to  thia  Center? 


YES 


TTT 


NO 


It  expenditure/withdrawal  activity  permitted? 


I>  the  Center  Budgeted? 


1$  the  Center"!  budget  to  be  controlled? 


yes   rei 


YES      CB 


YES       S3 


NO         □ 


no   a 


no    a 


EXPENDITURES  -  WITHDRAWALS 
CLASSIFICATION  AND  BUDGETARY  CONTROLS 
*  'Sections  F-C-H-J"  


OBJECT  OF  EXPENDITURE 

(Complete  only  if  activity  permitted.) 


Is  indicated 
activity  permitted? 


Object  Budget  Level 


YES 


Control  Object  at  level  indicated. 


Personal   Services 


Operating   Expenses 


Equipment 


Capital    Outlay 


Local   Assistance 


Benefits   and   Claims 


8000       Transfers 


Debt   Service 


Distribution 


Complete  only  if 
activity  is  permitted. 
See  ICC  for  codes. 
Appropriation 
required  only  if 
Center  is  budgeted, 
per  above. 


Accounting  Entity 


Appropriation 


General  Ledger 


Expend. 


OIIOO 


,239  */ 


/Q2^ 


.moos 


INDICATE  TWO  DIGIT  PROGRAM  ASSIGNMENT. 


►fti 


INDICATE  TWO  DIGIT  FUNCTION  ASSIGNMENT 


Percentage 


Q.8QOQ 


Q.1OO0 


tMm- 


Refer  to  ICC  for  available  codes. 


Percentage  must  be 
X.XXXX    1.00O0  -  100% 

Total  of  all  percentages 
must  equal  1.0000. 

Place  "X"  in  appropriate 
general  ledger  column. 


Is  revenue/Income  activity  permitted?    |  YES      IX 


Is  the  Center  Budgeted? 


□B 


rr 


REVENUE  -  INcoUk 

CLASSIFICATION  AND  BUDGETARY  CONTROLS 
*  *  Sections  K-L  " 


OBJECT   OF   REVENUE 
DISTRIBUTION 


Object  of 
Revenue   Code 


Accounting  Entity 


Revenue  Estimate 


General  Ledger 


Complete  only  if 
activity  is  permitted. 
"9999"  in  the 
object  of  revenue 
field  indicates 
that  all  objects  of 
revenue  will  be 
distributed  as 
indicated. 


OOP  8 


2 3? /' 


atopy  6 


L&iBCL 


OPTIONAL 

Do  not  complete  field 

unless  condition  applies. 


Cash  Subsidiary  Detail  Ledger  Account  Number 


Balance  Forward  Amount 


Should  transactions  be  stopped  from  recording  in  this  Center?       b> 


Should    Report   661    be  printed   for   this   Center? 


Mark   "Y~  lor   Yes  or  "N" 

for  No  if  applicable. 


Form  191/192     Rev.   2/79 
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PERMITTED  FORMS  -  MINICODING 


Not  all  forms  will  accept  MiniCoded  transactions.  Applications  now  programmed 
are  limited  to  the  following  forms  with  a  relative  high  volume  of  usage: 


213  Agency  Appropriation  Allocation 

215  Agency  Revenue  Allocation 

221  Requisition 

222  Encumbrance  Estimate 

223  Agency  Purchase  Order 

224  Purchase  Order 

225  Purchase  Order  Adjustment 

226  Payroll   Encumbrance 

231  Transfer-Warrant  Claim 

232  No  Warrant  Transfer 
241  Collection  Report 

261  Accounts  Receivable  Billing  Summary 

263  Inter  Agency  Invoice 

264  Accounts  Receivable  Invoice 
271  Journal  Voucher 

276  Distribution  Voucher 


A  transaction  appearing  on  any  other  form  must  be  MaxiCoded. 
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FORM  CODE  -  GENERAL   LEDGER  TRANSLATE 

On  MiniCoded  transactions,  the  form  code  is  used  to  denote  the  basic 
nature  of  the  general  ledger  entry.     The  rules  shown  below  are  always  applied  in 
determining  the  applicable  general  ledger  control  accounts.     If  an  applicable  transaction 
shouldn't  be  recorded  as  shown,  it  must  be  MaxiCoded. 


Form  Code 


Form  Name 


213  Agency  Appropriation  Allocation 

Increase  expenditure  allocation  (sign  +) 
Decrease  expenditure  allocation  (sign  — ) 

215  Agency   Revenue  Allocation 

Increase  revenue  allocation  (sign  +) 
Decrease  revenue  allocation  (sign  — ) 


9999 

32XX 

32XX 

9999 

31 XX 

9999 

9999 

31 XX 

221  Requisition  (establish  encumbrance) 

222  Encumbrance  Estimate 

Increase  encumbrance  (sign  +) 
Decrease  encumbrance  (sign  — ) 


223 


Agency  Purchase  Order 
Same  as  Form  222 


18XX 


18XX 
24XX 


24XX 


24XX 
18XX 


224  Purchase  Order 

To  record  PO 

To  reduce  requisition 

225  Purchase  Order  Adjustment 

Increase  encumbrance  (sign  +) 
Decrease  encumbrance  (sign  — ) 

226  Payroll   Encumbrance 

Increase  encumbrance  (sign  +) 
Decrease  encumbrance  (sign  — ) 

231  Transfer-Warrant  Claim   *1 

Increase  expenditure 
Decrease  revenue 
Decrease  encumbrance  *2 


18XX 

24XX 

24XX 

18XX 

18XX 

24XX 

24XX 

18XX 

18XX 

24XX 

24XX 

18XX 

52XX 

1104 

51 XX 

1104 

24XX 

18XX 

.  .  .   For  MiniCoding  purposes  an  entry  in  the  object  of  expenditure 
Field  (K1)  of  a  Transfer-Warrant  Claim  presumes  an  increase  in 
expenditures.     If  a  decrease  is  desired,  the  transaction  must  be  Maxi- 
Coded.    Likewise,  an  entry  in  the  object  of  revenue  field  presumes  a 
decrease  in  revenue.     If  the  situation  is  otherwise,  the  transaction 
must  be  MaxiCoded. 
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232  No  Warrant  Transfer*1 

Increase  expenditures  (sign  +) 
Decrease  expenditures  (sign  — ) 
Increase  revenue  (sign  +) 
Decrease  revenue  (sign  — ) 
Decrease  encumbrances*^ 

241  Collection  Report*1 

Increase  Revenue 
Decrease  expenditures 


52XX 

1104 

1104 

52XX 

1104 

51XX 

51XX 

1104 

24XX 

18XX 

1104 

51XX 

1104 

52XX 

...  SDL  entry  will  be  presumed  to  be  a  cash  SDL  if  the  transaction  is 
MiniCoded. 


271  Journal  Voucher*1 

and 

276  Distribution  Voucher*1 

Increase  expenditures  (sign  +) 
Decrease  expenditures  (sign  — ) 
Increase  revenue  (sign  +) 
Decrease  revenue  (sign  — ) 
Decrease  encumbrances*2 

CONVERSION  INTO  SPECIFIC  CONTROL  ACCOUNTS 


52XX 

1104 

1104 

52XX 

1104 

51XX 

51XX 

1104 

24XX 

18XX 

The  generic  general  ledger  control  account,  i.e.  52XX,  is  converted  into  a 
specific  general  ledger  account  through  reference  to  the  indicated  responsibility  center's 
attributes  which  result  in  the  following: 


-A- 


-C- 


The  generic 
Control  Account 

Becomes 

When  the  Responsibility 
Center  is: 

Budgeted  *5 

Non-Budgeted 

18XX 

1803 

X 

18XX 

1806 

X 

24XX 

2403 

X 

24XX 

2406 

X 

31 XX 

3101 

X 

31XX 

3102 

X 

32XX 

3201 

X 

32XX 

3205 

X 

51  XX 

5101  *1 

X 

51 XX 

5102*1 

X 

51  XX 

51 03*1 

X 

51 XX 

5104*1 

X 

52XX 

5201*2 

X 

52XX 

5205  *3 

X 

52XX 

5206 

X 

52XX 

5207*4 

X 

-D- 


When  the  activity  is  oriented  to: 


Revenue    Income      Expenditure  Withdrawal 


If  a  cash  SDL  h  indicated  on  the  applicable  responsibility  center  file,  the  MiniCode  Module  mill  add  the 
SDL  number  to  the  1104  line. 

For  MiniCoding  purposes,  an  entry  in  the  SDL  field  mill  be  presumed  to  be  an  encumbrance.  If  a  cash 
SDL  entry  is  required  and  cannot  be  extracted  from  the  responsibility  center  file,  the  transaction  must 
be  MaxiCoded.  _     __ 
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*  1 

'       If  a  revenue  object  is  identified  on  a  Transfer-Warrant  Claim,  the  transaction,  if 
MiniCoded,  will  be  regarded  as  a  revenue  refund  and  segregated  from  revenue 
collections  rf  the  Responsibility  Center  specifies  "segregate  refunds."  The  entries 
would  be: 


Center 

Orientation 

Budgeted 

Non-Budgeted 

Revenue 

Income 

5105 

X 

X 

5106 

X 

X 

5107 

X 

X 

5108 

X 

X 

*2      Prior  Year  Revenue/Income  Adjustments  (5109/5110)  and  Prior  Year's  Revenue/ 

Income  (5111/5112)  cannot  be  MiniCoded. 
3      Control  accounts  5202,  5203,  and  5204  have  been  eliminated. 
*4       Prior  Year  Adjustments  (5208,  5209)  and  Prior  Year's  Expenditures/Withdrawals 

(5211/5215,  5216/5217)  cannot  be  MiniCoded. 

Checks  for  appropriation  or  revenue  estimate. 
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CHAPTER   2-4000        RECORDING   TYPICAL  TRANSACTIONS 


2-4030.00         INVENTORY  OF  TYPICAL  TRANSACTIONS 


2-4030.10         INTRODUCTION 

The  typical  transactions  detailed   in  this  chapter  are  subdivided   into  groups, 
identified  by  an  alphabetic  character  as  detailed  below: 


Each  group  is 


A  —  Budget  Authorizations 

B  —  Encumbrances 

C  —   Receivables 

D  —  Collections 

E  -  Accounts  Payable 

F  —  Accruals 

G  —  Warrant  Disbursements 

H   —  No  Warrant  Transfers 

J  —  Miscellaneous 

K  —  Corrections  and  Adjustments 

L  -  Allocations 

M  —  Closing  Entries 

N  -  General  Fixed  Asset  Fund 


Each  transaction  within  the  group  has  been  assigned  a  three-digit  sequential  number.     In 
most  applications  numbers  assigned  have  been  "blocked-out"  to  provide  for  the  addition  of  trans- 
actions on  a  logical  basis. 


The  detail  which  follows 
represents  only  a  portion 
of  the   Inventory  of  Typi- 
cal Transactions  from 
Chapter  2-4000  of  the 
MOM. 
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CHAPTER     2-4000 


RECORDING  TYPICAL  TRANSACTIONS 


2-4060.00        SPECIFICATIONS  FOR   RECORDING  TYPICAL  TRANSACTIONS 

The  typical  transactions  included   in  the  Inventory  presented  previously  are  detailed   in  the 
remainder  of  this  Section. 


Not  all  typical  transactions  presented  in 
the    Montana    Operations    Manual    are 
included  in  the  Training  Manual. 
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CHAPTER 

2-4000    RECORDING  TYPICAL  TRANSACTIONS 

07-01-78 

2-4030.20    INVENTORY  OF  TYPICAL  TRANSACTIONS 

Structuring 

NAME 

NUMBER 

|M— 

W///////////////////////////M.                                                                                                                                    % 

WMWW/MM 

A 

BUDGET  AUTHORIZATIONS 

1 

Appropriations 

01 

Establish  Appropriations 

A101 

02 

Agency  Appropriation  Allocations 

A102 

2 

Revenue  Estimates 

01 

Establish  Revenue  Estimates 

A201 

02 

Agency  Revenue  Estimate  Allocations 

A202 

B 

ENCUMBRANCES 

1 

Establ ish 

01 

Requisition  (Form  221) 

B101 

02 

Purchase  Orders  (Form  224) 

B102 

03 

Encumbrance  Estimates  (Form  222) 

B103 

Ok 

Agency  Purchase  Order  (Form  223) 

B104 

2 

Adjustments 

01 

Purchase  Order  Adjustments 

B201 

02 

Adjustments  to  Encumbrances  Established 

B202 

03 

Adjustments  to  Requisition  Encumbrance 

B203 

C 

RECEIVABLES 

1 

Accounts  Receivable 

01 

Establishing  Deferred  Accounts  Receivable  -  Receipts 

C101 

02 

Establishing  Non-Deferred  Accounts  Receivable  -  Receipts 

C102 

03 

Establishing  Expenditure  Abatement  Receivables 

C103 
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CHAPTER      2-4000  RECORDING    TYPICAL    TRANSACTIONS 


2-4030.20         INVENTORY  OF  TYPICAL  TRANSACTIONS 

Structuring 

NAME 

NUMBER 

v^m//////////////////. 

mmm                                                                                               m 

W/////////////////////A 

D 

COLLECTIONS 

1 

Revenue  or    Income 

01 

Non-Receivable 

D101 

03 

Cash  on   Hand  at   FYE 

D103 

05 

Interest    received  on  Notes   Receivable  Payments 

D105 

2 

Expenditure  Abatements 

01 

Non-Receivable 

D201 

03 

Refund  Abatements 

D203 

3 

Asset   Reductions 

02 

Expense  Advances    Repaid 

D302 

41 

Notes   Receivable  Payment   Received 

D341 

k 

Liabi 1 i ty    Increases 

02 

Uncleared   Collections 

DA02 

E 

ACCOUNTS   PAYABLE 

1 

Establ ish 

01 

Basic   Entry 

E101 

02 

Payment  of 

E102 

F 

ACCRUALS 

1 

Expendi  tures/Wi  thdrawal s 

02 

Initial 

F102 

Oh 

Payment  of  Accrual 

F104 
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CHAPTER      24000  RECORDING    TYPICAL    TRANSACTIONS 


07-01-78 


2-4030.20    INVENTORY  OF  TYPICAL  TRANSACTIONS 

Structuring 

NAME 

NUMBER 

m     ■'   v,  . 

W//////W//////////M^^^ 

W//MMW///A 

G 

WARRANT  DISBURSEMENTS 

1 

Standard  Disbursements 

10 

Nominal  -  Disbursements 

Gl  10 

15 

Employee  Expense  Advance 

G115 

3 

Assets  -  Non-Appropriation 

10 

Establish  Revolving  Fund  Cash  Accounts 

G310 

k 

Nomi  na 1 :   Revenue- 1 ncome 

10 

Refunds 

G410 

H 

NO  WARRANT  TRANSFERS 

1 

In 

05 

Collection  of  Inter  Agency  Invoices 

H105 

2 

Out 

02 

Inter  Entity  Invoice  Paid 

H202 

K 

CORRECTIONS  AND  ADJUSTMENTS 

2 

Deposit  Correction 

10 

Agency  Action 

K210 

k 

Asset  Adjustments 

11 

Expense  Advance  Accounting 

Mil 
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CHAPTER 

2-4000          RECORDING    TYPICAL    TRANSACTIONS 

07-01-78 

2-4030.20         INVENTORY  OF  TYPICAL  TRANSACTIONS 

Structuring 

NAME 

NUMBER 

HH 

mm 

WWM. WWM/M/MM//M///M//WMMMMWMMMA VM.  W/WMM/MM/W. '  W//W/M.  W/WmM/WMWMMMWM 

WMM/WM/M^ 

K 

CORRECTIONS  AND  ADJUSTMENTS    (contd) 

5 

Llabi 1 i ties 

10 

Expenditure  Accrual    Accounts 

K510 

12 

Clearance  of  Uncleared   Collections 

K512 

. 

L 

ALLOCATIONS 

k 

Nominal 

10 

Revenue- Income   Distribution 

L410 

20 

Expend  it ure-Wi  thdrawal    Distribution 

L420 
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CHAPTER 

2-4000           RECORDING  TYPICAL  TRANSACTIONS 

11-1-79 

2406000         SPECIFICATIONS  FOR  RECORDING  TYPICAL  TRANSACTIONS 

Mf. 

NO 

INTRY 
TVFi 

ADDITIONAL   FIELO  HlOulREMEN 

TS 

■HOT 

FOAM 

ENTRY  REQUIRED  TO: 

E     F 

kBlML.  'J 

1     J2    Kl     I     M 

Am  Q                                 COMMENTS 

G1  OR 

3JCR 

AIOI 

2l  2 

212B 

Establish  Appropriations 

Maxi 

R    R 

klOl 

320X   R 

R    N    P    N    N 

4   N   P      Must    be  Maxi coded. 

AI02 

213 

Allocate  an  Appropriation   - 
Decrease 

Mini 
Haxi 

R    N 

R    R 

N 
320X 

N        N 

R    R    P    N    N 

1   N    P      Allocations   must    zero   balance  on 
Y   N   P      an   approp.  basis  wi  thi  n  each  doc. 

9999  R 

R   N    P    N    N 

AI02 

213 

Allocate  an  Appropriation  - 
Increase 

Mini 

R    N 

N 

R  R.P.H.H 

R   N    P    N    N 

1  N_  P.     Allocations  must   zero  balance  on 
(  N  P     an   approp.  basis  wi thin  each  doc- 

Maxi 

R    R 

9999 

320X   R 

A103 

212C 

Establ ish   Reverted 
Appropriations 

LiLP   N.N 

N   N   N      Must    be   Maxi coded. 

M*KJ 

R    R 

hhsa 

1210  H 

AI04 

271 

Reestablish   Expended  Portion  of 
Continuina  ADoroorlat ionfsl 

Maxi" 

R    R 

52IX 

4101    R 

R    N    R    N    N 

HUP      Must    be   Maxi coded. 



A20I 

214 

Establish   Revenue  Estimates 

MaxT" 

M  N"P"    Must   be  Maxicoded. 

Tf  t 

310X 

4101    N 

R   H    N    RY 

A202 

215   1 

Allocate   Revenue   Estimates   - 
Increase 

Mini 
Maxi 

R    N 

N 

N        N 

RRI    NP 

N  N  P     Allocations  must   zero  balance 

R    R 

310X 

939?  H 

RRHP 

N  N   P     on  a   document   basis. 

A202 

215   ' 

Allocate  Revenue  Estimates   - 
Decrease 

Mini 
Maxi 

R    N 
R    P 

N 
"  9999' 

N        N 
31  OX   N 

R    R   H    N    P 
R   N    N    R   P 

N  N   P     Allocations  must   zero  balance 
N  N   P     on  a  document   basis. 

A203 

271 

Reestablish   Continuing   Revenue 
Estimate(s)    Activity 

Maxi 

R    P 

4101 

51  IX   N 

R   N    N    R  R 

N  N  P     Must   be  Maxicoded. 







--       •"- 

BIOI 

221 
221 A 

Establish   Requisition   Encumbranci 

Mini 

r  y 

N 

N        N 

R   N    P   N    N 

R  N   R     To  be  encumbered,    it 
must   be  Mini  coded. 

BI02 

22'. 
22AA 

Establish   Purchase  Order 

Encumbrance 

Mini 

A  k 

N 

N        N 

B-ILE-lLtL. 

ii  N  B_    Consult   MOM  Chapter  2-1300   for 

Maxi 

R    F 

180X 

240X   P 

R  U.P   N_N_ 

R  N   R      further  details. 

BIO? 

222 

Establish   Encumbrance   Estimate 

kin! 

R    I 

N 

N        N 

R.B_LN_(L 

&.H  B. 

Maxi 

ii 

180X 

240X   P 

R    N    P<N    1 

R   N    R 

BI04 

223 

Establish  Incumbrance  with  an 

Mini 

it 

N 

N        N 

LB.'  ILL 

£.ILB_ 

Max! 

JLI 

I    1R0X 

?4nx  P 

R  N   »  N   i 

£_N  R 

BIOS 

226 

Establish  Payroll    Encumbrance 

Mini 

R    1 

N 

N        N 

R  R   P  N    3 

KN   R 

Maxi 

R    1 

(   180X 

240X   P 

RHPNI 

R  N   R 



B20I 

225 

Adjust  Purchase  Order  - 
Increase   Encumbrance 

JLI 

1      N 

N         N 

B-B-P-ILL 

B-ILP_ 

Maxi 

R 

1   180X 

240X   P 

R  N   P  N   X 

R   N    P 

B201 

225 

Adjust   Purchase  Order   - 
Decrease   Encumbrance 

Mini 

R 

1      N 

N        N 

RRPn 

R   R   P 

Maxi 

R 

<   240X 

180X   P 

R  N    P    N    <i 

R   R    P 

B202 

m 

Adjust  Encumb.    established  with 

Mini 

JLI 

1      N 

N        N 

L  B_  E_  L  L 

R_N   P 

Maxi 

R 

t    I  30X 

240X    P 

R  N   P   N   N 

R  N   P 

B202 

li 

Adjust   Encumb.    established  with 
Encumb     Estimati-    -    Decrease 

Mini 

R   1 

L     H. 

N          N 

A-REJi.lL 

ii? 

na*.i 

£+ 

J   240X 

180X    P 

R|P£N 

R  R  P 

B203 

wi 

Requisition   Encumbrance   - 
Decrease 

mTpI 

£ . 

1      N 

N          N 

.&  Jl  £  A.  & 

S  SI 

R   R   P 

Maxi 

jli 

<  240X 

180X    P 

B204 

18 

Adjust   Payroll    Encumbrance  - 
Increase 

Mini 

R 

i      N 

N         N 

R   R  P   N   N 

R   N   P 

Maxi 

R 

t  l8ox 

240X    P 

R  N   P   N   N 

R  N   P 

B204 

Will 

212 

Adjust   Payroll    Encumbrance   - 
Decrease 

Mini 

iri 

i      N 

N         N 

R  R  P  N  a 

R   R  P 

Maxi 

R 

«   240X 

180X    P 

R  N   P   N   N 

R  R   P 

C 101 

"  261 
261. 

Establish   Deferred  Accounts 
Receivable   -   Receipts 

Used   by  non-enterprise 

Maxi 

R 

»    1201 

2401     N 

N   N   N   N   N 

R   N   P       operations. 

CI02 

iH 

Establish  Non-Deferred  Accounts 
Receivable    -    RecelDts 

Mini 

R 

i     N 

N        N 

&  Ah.HR. 

R  N   P 

J 

A 

Maxi 

R 

*   1203 

510X    N 

R  N   N   P   R 

CI03 

Y\ 

Establish   Expenditure  Abatement 

Mini 

R 

•i      N 

N          N 

■RTTT  N  H 

R   N    P                .    .                         . 

*ti 

Max! 

R 

K    1204 

520X    P 

R    N    R    N    N 

R  N  T                   ^  " 

C104 

ll 

Reverse  Mon  -  De  f  e  r  red  Accounts 
Receivable    -    kulstl 

Mini 

A 

i    H 

N          N 

R  R  N  N   R 

R  N  P 

tfe«i 

B 

i   510X 

1203    N 

R  N  N  P  R 

C105 

u 

Reverse  Expenditure  Abatement 

Receivables 

HTRt 

Jl 

1     N 

N        N 

R  R  R  N  N 

R  N  P 

na«i 

B 

5  520X 

1204    P 

R   N    R    N    N 

-1                                                                                     — T— 

If  this  field  shows  a  "P"  requirement  and  field  Gl  or  G2  ore  for  budgeted  activity,  this  field  is  required. 
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CHAPTER         24000  RECORDING  TYPICAL  TRANSACTIONS 


11-1-79 


24060  00         SPECIFICATIONS  FOR  RECORDING   TYPICAL  TRANSACTIONS 


REF 
NO 

TVPICAL 

mnjT 

FORM 

ENTRY  REQUIRED  TO: 

ADDITIONAL  FIELD  REQUIRE 

ME-4TS 

TYPE   E 

(  Gfo»r.|  Lwlw,     . 

mmw  0             COMMENTS 

Gion 

S2CR 

C201 

271 

Establish  Due  From  State  Funds 

laxi   R 

R  1  30T 

!*oT"n  "m"n  N  n 

N  N  N  P   Must  be  Maxi coded. 

C202 

271 

Establish  Due  From  Federal  Gov't 

"laxi   R 

R  1302 

2*05  ~N  ~N  N  N  N 

N  N  N  P   Must  be  Maxicoded. 

C203 

271 

Establish  Due  From  Local  Gov't 

N  N  NP   Must  be  Maxicoded. 

1axl   R 

R  1 303 

2*05  N  ~Wti   N  N 

DIOI 

2*1 

Record  Collections  Not  Previously 

iLui_  ft 

Maxi   R 

N  Jj 

R  MB* 

N KA   N  Ji_N 

51  OX  N  R  N  N  P 

R  P  N  R 
R  P  N  R 

D102 

2*1  ] 

Record  Collections  that  are 
Payment  of  Deferred  Accounts 
Recei  vable 

Maxi   R 

Accounts  Receivable  and  Contra1 
N  R  N  R   Account  must  be  reduced. 

R  2*01 

1201  N  N  N  N  N 

» 

„ 

Mini   R 
laxi   R 

N  N 
R  llC* 

N    N  R  N  N  1 
51  OX  N  R  N  N  P 

R  P  N  R   Applicable  nominal  tran     on 
"R  "P  N  R   recorded. 

0103 

2*1 

Record  Cash  on  Hand  at 
Fiscal  Year  End 

Maxi   R~ 

R  l  1 0* 

1 107  N  N  N  N  h 

Cash  on  Hand  at  F.Y.F.     not 
N  P  N  R   deposited  until  new  F.\ 

D10* 

21.1  | 

Collect  Amounts  Due  from 
Other  Entities 

Mini  p. 

Maxi   R 

N   N 
R  HO* 

N    N  R  N  N  N 
51  OX  N  RN  N  F 

<\?  N  R   D     .      .     .   . 
p   .   Record  amount  received. 

" 

•■  J 

Reverse  the  Receivable  and  the 

Maxi   R 

R  2*1)5 

I30X  N  N  N  N  ► 

N  N  N  R   Receivable'   Contra  Account 

0105 

2*1 

Record  Interest  Earnings  Portion 
of  Note  Receivable  Payment 

Mini   R 
Maxi   R 

N   N 
R  11 6*" 

N    A   R  N  S"! 

51  OX  N  R  N  N  f 

R  P  N  R 
R  P  N  R 





D201 

2*1 

Abate  Expenditures  when  Col  lee- 

Mini   R 

N  N 

N    N  R  N  R  f 

N  P  N  R 

Maxi   R 

R  110* 

520X  P  R  N  R  1 

1  N  P  N  R 

0202 

2*1 

Abate  Expenditures  when  Collec- 
tions are  of  Receivables 

MaxT  T 

r  "ubT 

T20*~"N  h  "n '  N  1 

Accounts  Rec,  previously  est- 
i  H  M  C  ablished,  is  reduced. 

D203 

21(1 

Abate  Refunds 

Assumes  amount  recovered  not 

Maxi   R 

R  110* 

51  OX  N  R  N  N 

'  R  P  N^R   established  as  Accounts  Rec. 

D20* 

238 

Cancel  Warrants 

1  N  p ,~h  J 

Maxi   R 

R  110* 

52.0.x,   P  R  N  R 

- 

0301 

2*1 

Record  Dishonored  Checks 
Col lected 

Maxi   R 

R  110* 

1205  N  N  N  N 

NNRNR   M^t  be  Maxicoded. 

0302 

21*1 

Record  Expense  Advances 

Maxi   R 

NNRNR   «ust  be  Maxicoded. 

R  110* 

1901  N  N  N  N 

D303 

2*1 

Record  Collections  of  Securities 
K  CouDons  Submitted  for  Collect. 

Maxi   R 

R  lip* 

1*0X  N  N  N  N 

N'NPNR   Must  be  Max.  coded. 

D30* 

2*1 

Record  Construction  Advances 

. 

Maxi   R 

R  110* 

2201  N  N  N  N 

N  N  P  N  R"   MuSt  be  Max,coded- 

0305 

2*1 

Record  Condemnation  Deposits 
Returned 

Maxi   R 

R  110* 

1*03  N  N  N  N 

N  N  P  N  R   MuSt  bC  M3x,coded- 

0320 

21*1 

Record  Cash  Change  Fund  Returned 
To  Treasury 

N  N  PN  R"   MuSt  be  Maxicoded. 

Maxi   R 

R  110* 

U0I  N  N  N  N 

0321 

2*1 

Record  Imprest  Cash  Purchase 
Fund  Returned  to  Treasury 

Maxi   R 

R  110*" 

1  102  N  N  N  N 

N  N  P  N  R 

0322 

2*1 

Record  Revolving  Fund  Cash 

Maxi  R 

R  110* 

1 103  N  N  N  N 

1  N  P  N  R    USl 



03*0 

2*1 

Record  Bond  Interest  Sold 

"MaxT  P 

N  N  P  N  R   Must  be  Maxicoded. 

rrroT 

2502  N  N  N  N 

03*1 

2.1*1 

Record  Notes  Receivable 

MaxT  R 

^'  \  ioT 

^°7  N  N  N  U 

Must  Ik-  M.ixit'Ml.d. 

KUAN  R 

in'*; 

.''.1 

I'r  ,  ,,r.l  1  ,i.iii-,  R,.,  riv.iM, 
I'iiyim-Ml  K,_  ,_,_•  \  vw,| 

H.iii   1 

.  P.  !  1 1." 

UQX  ft  ,tl  h   :i 

--"-  H  *■-'  '••'  "" ''■ 
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CHAPTER         24000  RECORDING  TYPICAL  TRANSACTIONS 


11-1-79 


J  4060  00         SPECIFICATIONS  FOR  RECORDING   TYPICAL   TRANSACTIONS 


Hit 
NO 

TYPICAL 
INPUT 
FORM 

ENTRV  REQUIRED  TO 

ENTRY 
TYPE 

ADDITIONAL  MUD  REQUIREMENTS 

C   ( 

C«n«r«t  LMW 

M  NT  N2  O              COMMENTS 

Gl  OR 

52  CR 

0401 

2*1 

Record  Receipts  Collected  in 

N  P  N  R   Must  be  Maxi coded. 

Maxi 

R  R 

1104 

2505  N  N  N  N  r 

D402 

24! 

Record  Uncleared  Collections 

Maxi 

R  R 

HOT 

2506  N  N  N  N  r 

N P  N  R   Must  be  Maxi coded. 

0403 

241 

Record  Receipts  Due  to 
Federal  Government 

Maxi 

R  R 

TToT 

TsoW   N~N  N  N  r 

N  F  N  R   Must  be  Maxicoded. 

QA014 

241 

Record  Funds  Received  by  STIP 
from  State  Aaencies 

N  P  N  R   Must  be  Maxicoded. 

Maxi 

R    R 

1104 

2512  N  N  N  N  1 

-  - 

EI0I 

271 

Establish  Account  Payable 

~Max7 

R    P 

5  2  ox" 

2  1 0  T  P~  R  N  R  N 

N  R  N  P   Must  be  Maxicoded. 

EI02 

231 

Record  Payment  of  an  Account 

Maxi 

N  R  N  R   Must  be  Maxicoded. 

R  F 

2101 

1104  N  N  N  N  N 

- 

F101 

271 

Close  Encumbrances 

N  R  N  P   Must  be  Maxicoded. 

Maxi 

R  R 

240X 

180X  PHP> 

F102 

251 

Establish  initial  Accrual 

Maxi 

R  R 

52XX 

23XX  HNU 

N  "R~  N  P   Must  be  Maxicoded. 

FI03 

25l| 

Adjust  Subsidiary  Detail  Ledgers 
by  Increasing  One  and 
Decreasing  Another 

Maxi 

R  P 

23OX 

"9999  N  N In  N  t 

N  R  N  P   Decreases  amount  accrued. 

" 

••1 

Max7 

1  P 

■2J0X  ii'hNI 

1  N  R  N  P   Increases  amount  accrued. 

9999 

F104 

231 

Record  Payment  of  Accrual 

Maxi 

Ir  5 

23OX 

1104  N  N  N  N  1 

1  N  R  N  R.   Must  be  Maxicoded. 

Gl  10 

231 

Issue  a  Warrant  for  a  Nominal 

Mini 

R  <■ 

N 

N   N  R  N  R  p 

N  P  N  R 
'  H   P"  N  R 

Maxi 

R  f 

t  520x1 

1104  P  R  N  R  K 

Gill 

231 

Replenish  Imprest  Cash  Funds 

Mini 

R 

1   N 

N   N  R  R  R  p 

N  P  N  R~ 

Maxi 

R 

1  520X 

1104  P  R  N  R  p 

N  P  N  R 

Gl  1  2 

231 

Replenish  Revolving  Fund 

Mini 
Maxi 

R 

K   520X 

N   N  R  R  R  r 
1  foT*"  P  R  N  R  "r 

N  P  R  R 
"  N~  F  TT  r 

Gl  1  3 

235 

Issue  Agency  Warrant 

1  N  P  N  R   Must  be  Maxicoded. 

Maxi 

R 

*  520X 

1104  P  R  N  R  t 

Gl  14 

231 

Reissue  a  Cancelled  Warrant 

Max  i 

R 

*  2507 

1104  N  N  N  N  1 

1  N  P~  N  W      Must  be  Maxicoded. 

Gl  1 5 

231 

Issue  an  Employee  Expense 
Advance 

Maxi 

R 

R  1901 

1104  N  N  N  N 

IHNl   Must  be  Maxicoded. 



.„_... 

G2  10 

231 

Purchase  of  a  Mon-General  Fixed 
Asset  (Enterprise  Operation) 

Maxi 

R 

R  520x 

1104  f>  RN  R 

M  N  P  N  R 

G211 

231 

Other  Prepayments 

Agencies  must  mai ntain  records  to 

Maxi 

R 

R  1905 

1104  N  N  N  N 

V  TTHTTTT  detail  bal.  recorded  in  C/A  1905 

G2I2 

231 

Record  Merchandise  Inventory 

Mdse .  Inv.  Acct.  to  be  used 

Maxi 

R 

R  1802 

1104  N  N  N  N 

IN  M  "IT  only  by  Enterprise-type  A/E. 

G2IJ 

231 

Record  Condemnation  Deposits 

Records  must  be  maintamea  to 

Maxi 

R 

R  1403 

1104  N  N  N  N 

N  N  P  N  R  support  bal.  in  Account  1\03. 

G3I0 

231 

Establish  Revolving  Fund 
Cash  Accounts 

Agencies  must  maintain  records  rn 

Maxi 

K 

R  1103 

1 104  N  N  N  N 

N  N  "P"  "FT  TT  support  bal.  recorded  in  C/A  '103 

G3 1  1 

231 

Establish  Cash  Change  Funds 

Maxi 

R 

rTToi 

7  i  64  TT  n   n  n 

Agenc  les  must  maintai  n  records  to 
ST  NT  R  R  support  balance  in  C/A  1101 

G3I2 

231 

Establish  Imprest  Cash  Funds 

Agencies  must  maintain  records 

Maxi 

'  ' 0it  M  N  N  N 

N  N  P  N  R  to  support  balance  in  C/A  1102 

_           ...  ... 
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CHAPTER         24000  RECORDING  TYPICAL  TRANSACTIONS 


11-1-79 


2-4060.00  SPECIFICATIONS  FOR  RECORDING   TYPICAL  TRANSACTIONS 


REF 
NO. 

TYPICAL 
INPUT 
FORM 

ENTRY  REQUIRED  TO: 

ENTRY 
TYPE 

ADDITIONAL  FIELD  REQUIREMENTS 

COMMENTS 

E 

1  j 

J2 

10 

L  M 

M  N2 

0 

1 

G1  DR 

G2CR 

CilO 

231 

Record  Refunds 

Mini 
Maxi 

R 
R 

N 
R 

N 

51  OX 

N 
1104 

N. 
N 

I  N 

,  N 

N 
N 

N  R 
P  R 

N  N 
P  N 

R 
R 

__ 

-  -- 

■• 

- 

G5I0 

231 

Reissue  a    Stole-Dated  Warrant 

Maxi"" 

"r 

N  t 

N 

N 

N  N 

P  N 

R 

R 

2503 

1104 

G5II 

237 

Issue  a  Warrant 

Maxi 

R 

R 

220T 

Tto'4 

H  1 

H 

N 

N  N 

P  N 

P 

Must  be  Maxi coded. 

G512 

231 

Disbursement  to  Pay 
Expenditure  Accruals 

Maxi 

R 

R 

210X 

1104 

n  r 

N 

N 

N  N 

R  N 

R 

-- 

H101 

231 

Transfer  Amounts  into  the 
General  Warrant  Account 

Maxi 

R 

R 

1  j6~4 

2201 

N  f 

N 

N 

N  N 

P  N 

R 

This  entry  is  pre-printed     :rt 
of  Form  231  Transfer  Warrant  Claim  ■ 

HI  02 

232 

Record  Inter-Entity 
Loan  Received 

N 

P 

This  entry  records  the  receipt  ] 
of  the  loan  only. 

Maxi 

R 

R 

110% 

2102 

N  1 

N 

N  N 

R  N 

HI03 

232 

Record  Payroll  Revolving 
Account  Advances 

Must  be  Maxicoded. 

Maxi 

R 

R 

J 1 04 

2201 

N  > 

N 

N 

N  N 

P  N 

P 

HlCt 

232 

Record  Advances  from  one 
Account inq  Entity  to  another 

Maxi 

R 

R 

11 04 

7201 

N  f 

N 

N 

N  N 

P  N 

P 

Must  be  Maxi coded. 

H105 

232 

Record  Collection  of 
Inter-Agency  Invoices 

3}  n  i  _ 
Maxi 

R 

R 

N 
R 

N 

N 

51  OX 

N  F 
N  F 

R 
N 

N 

N 

N  R 

P  R 

N  N 
P  N 

P 
P 

HI  06 

232 

Record  Coll.  of  Inter-Agency  Inv. 
Non-Deferred  Receivable  Receipts 

Must  be  Maxi coded. 

Maxi 

R 

R 

11  Oil 

1203 

N  f 

N 

N 

N  N 

R  N 

P 

HI07 

232 

Record  Coll.  of  Inter-Agency  Inv. 
Expenditure  Abatement 

Must  be  Maxi coded. 

Maxi 

R 

R 

1101) 

1204 

H    t 

N 

N 

N  N 

R  N 

P 

HI08 

232 

Record  Repayment  of  Inter-Entity 
Loan  Received 

Must  be  Maxicoded. 

Maxi 

R 

R 

1104 

1501 

N  f 

N 

N 

N  N 

F  N 

P 

H109 

232 

Record  Collection  of 
Other  Advances 

P 

Must  be  Maxicoded. 

Maxi 

1 

P 

110*) 

1904 

N  !■ 

N 

N 

N  N 

R  N 

HI  10 

732 

Record  Working  Capital  Advanced 

Must  be  Maxicoded. 

Maxi 

R 

R 

MM 

4301 

N  i> 

N 

N 

N  N 

P  N 

P 

.... 

- 

, 

H201 

232  I 
271  I 

Transfer  to  a  Payroll 
Revolving  Account 

If  Accrued 

Maxi 

R 

R 

230X 

1104 

N  f 

N 

N 

N  N 

R  N 

P 

•• 

-  i 

Maxi 

R 

R 

N 
R 

.  N 
520X 

N 
1104 

IL! 

P  F 

R. 
N 

R 

N.N 
N  N 

E  N 

P  N 

P 
P 

1 f  Mot  Accrued 

H202 

232  | 

Pay  an  Inter-Agency  Invoice 

N  i 

N 

N 

N  N 

R  N 

P 

If  Accrued 

Maxi 

R 

R 

230Xn 

1104 

. 

Mini 
Maxi 

iR 

N 

N 

N 

N  F 

R 

R 

N  N 

N  N 

P 

If  Not  Accrued 

R 

R 

520X 

1104 

P  F 

N 

R 

N  II 

P  N 

P 

H203 

232 

Record  Inter-Entity  Loans  Made 

Maxi 

R 

R 

1501 

1104 

N  ^ 

N 

N 

N  N 

P  N 

P 

H204 

232 

Repay  Inter-Entity  Loans 

Maxi 

R 

R 

2102 

1104 

N 

N  N 

N 

N  N 

n  n 

P 

H205 

2  32 

Make  Construction  Advances 

Maxi 

R 

R 

1902 

1104 

N 

V  N 

N 

N  N 

P  N 

P 

H206 

232 

Make  Other  Advances 

P 

Agencies  must  maintain  records  tc 
detail  the  balance  in  C/A  1S04. 

Maxi 

R 

R 

1904 

1104 

N 

i  h 

N 

N  N 

R  N 

J10I 

271 

Record  Receipt  of  Property  Held 
In  Trust 

Ma"x7J 

R 

N 

1    H 

N 

N  N 

R  N 

P 

Agencies  must  maintain  records tf 
detail  the  balance  in  C/A  1801. 

R 

1801 

2504 

J102 

271 

Record  Disposition  of  Property 

Held  In  Tr„a 

Agencies  must  maintain  records  tc 

Maxi 

JL 

P, 

2504 

1801 

N 

i    N 

N 

N  N 

R  N 

P 

dPtall  rho  halanr.  in  f/A  1  Rfl  1  . 

J103 

2  39 

Cancel  Stale-Dated  Warrants 

Maxi 

R 

k 

1104 

2503 

N 

J  N 

N 

N  N 

P  N 

P 

1 

- 

c 

39 

CHAPTER         2  4000  RECORDING  TYPICAL  TRANSACTIONS 


11-1-79 


2-406000         SPECIFICATIONS  FOR  RECORDING   TYPICAL  TRANSACTIONS 


RH 
NO 

TYPICAL 
INPUT 
FORM 

ENTRV  REQUIRED  TO: 

ADDITIONAL    HELD   REQUIREMENTS 

TYPt      E 

mn,N2   0                                 COMMENTS 

G1  DR 

SJCR 

KIIO 

233  1 

Purchase   Dishonored   Checks 

Bank    to  which    the   Treasury 
N    R   N   P      Check    is    issued. 

Maxi    R 

R  6'(" 

iqqq    M    N    N    H    N 

-J 

with   a   Treasury   Check 

Maxi    R 

R  9999 

S102    N   N   N    j    N 

Bank    upon   which    the   Treasury 
H   R   N   P      Check    is    drawn. 

Kill 

2<0 

Record   Dishonored    Ck  when    Rec .    is 
Established    in   a   Prime   Acctna.    Enl 

MaxT  R" 

R""TToT 

ToT  N  H N  N  N 

N    R  ~N   P 

K1I2 

232 

Cancel    Dishonored   Ck   that  is 
Current    Yr    Revenue   nr    Inrraw 

Requires    the   approval    of    the 
R    R   N   P     Department   of   Administration 

Maxi    R 

R   510X 

205    N    R   N    N    P 

Kl  1  3 

232 

Cancel    Dishonored   Ck   that    is 
Current    Yr    Exp.    or  Withdrawal 

Maxi    R 

R    520X 

205     P    R   N    R   N 

HUP     DfP^rtmenr    n(    Artmini'.trjfinn 



— 

■         "- 

K210 

2^2   \ 

Correct    Deposit 

Maxi    R 

r  __Q_ 

lTnV  n"  R  H  N  P 

"  R~  P   N   P       Depos  i  t    Decreases 

" 

Max  i    R" 

R_  1  1  Oil 

51  OX    N    R    H   N    P 

R   P   N   P       peoosi t    Increases 



-       - 

KfclO 

271 

Retire   Bonds   -   Accounting   by 
Fiscal    Agents 

Maxi     R 

R  "J2PX 

iqQ-?    P    R   N     R 

\    N  R   N    P 

K'll  1 

271 

Account    for   Expense  Advance 

Ad  justments 

Maxi     R 

r  5?nx 

lqni      P    R   N    R 

II  N    R    N   P 

Ki.12 

232 

Write-Otf  Accounts   Receivable 
in  a   Fiscal    Year  different    than 
the   Fiscal"  (ear    in  which   they 
were  establ ished 

Maxi     R 

R   51XX 

1201   N    R   N    N" 

" 

Maxi     R 

R   52QX 

120l|   P   R   N   R 



K5I0 

271 

Adjust   Expenditure  Accrual 

Accounts 

Maxi      R 

,R  2.W&. 

520X    P   R   N   R 

HUP 

K5H 

271 

Entry   made    to   Fund   8a  1  .  tomain- 

Construction   Advance  Account 

Maxi      R 

R  J£2Qi 

iilfll    N    N    N   N 

i   N   N   N    P      tain  Hist.  Record  of  Accuro.    Disb. 

K5I2 

271 
232 

Clear  Uncleared   Collections 

Maxi      R 

R  2506 

S10X    N    R   N    N 

3  R  R  N  P 





"   " 



K6I0 

271 

Establish   Prior   Yr   Expenditures 
for    Continuing   Appropriations 

Maxi      R 

R  521X 

IllOl    R   R   N    R 

J    N    N    N    P 

K7I0 

271 

Fstablish   Prior   Year   Revenues 
from   Continuing   Revenue   Estimates 

Maxi      R 

R  MQ] 

S 1  1  X    N    R  N   N 

R    R    H    N    P 

LI  10 

271 

Apply   Accrued    Interest   Purchased 

P_R.iL  ILL 

Maxi      R 

R   51QX 

1611  N    R   N    N 

LH1 

271 

Amortize   Premiums 

Maxi     R 

R  510X 

1610   N    R  N   N 

P   ft   N   N    P 

L112 

271 

Al  locate   Other   Prepayments 

f1_«i    B 

R  ttQi 

iqnc.    p    R    N    I 

NNNNP                                                .,..,.-       ..  _ 
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CHAPTER         24000  RECORDING  TYPICAL  TRANSACTIONS 


1M.7I 


2406000  SPECIFICATIONS  FOR   RECORDING   TYPICAL  TRANSACTIONS 


REF 

NO 

TYPICAL 
INPUT 
FORM 

ENTRY  REQUIRED  TO: 

ENTRY 
TYPE 

ADDITIONAL  FIELD  REOUIREMf  - 

TS 

E  F 

1  J2KI  L  M  Ml  N2  0              COMMENTS 

GIDR 

G2-CR 

L310 

271 

Record  Receipts  Collected 
in  Advance 

N  N  P 

Maxi 

R  B 

2505 

51  OX  N 

R  N  N  fJR 

-    - 













LMO 

276  1 

Record  Revenue- Income 
D  i  s • r  i but  ion 

Mini 
Maxi 

SI  OX 

qqqq  N 

B.-R.  HiLB. 
R  N  N  P  R 

U.  J_l  P   Decrease  amounts  of  Revenue 
N  N  P   or  Income 

" 

"   J 

Mini 

R  N 

_J1  n. 

B_Jl.tLlJ.fi. 

fi  Ji  p_  Increase  amounts  of  Revenue 

M^yi 

R  1 

rm 

S10X  N 

B  h-tL  p  fi. 

H20 

276  "1 

Record  Expenditure-Withdrawal 
Di  St r  i  but  ion 

Mini 

R  1 
R  F 

_N_ 
520X 

'N    N 

9999  P 

B.  R..R..N  N 

R  .N_  R  tj_  N_ 

N  N  P   Increase  amounts  of  Expenditure) 
N  N  P   or  Withdrawals 

Maxi 

i. 

J 

Mini 

R  N 

*N 

N    N 

R  R  R  N  N 

N_N.P   Decrease  amounts  of  Expenditure) 

Maxi 

B  £ 

9999 

S20X  P 

HIi.B_-t.ti. 

N  N  P   or  Withdrawals 

•• 

T 

* 

Ml  10 

271 

Close  Budgeted  Expenditures 
and  Withdrawals 

Ma*; 

R  R 

320X 

9999  N 

_i___-N___ 

N  N  P   Reduce  Appronriat ions 

"Max! 

K  r 

9999 

520X  N 

N  N  ^  N  H 

N  N  P   Reduce  Expenui  tures  Wi  thdr;iwal^ 

MU1 

271 

Close  Unexpended  Balance  of  Con- 
tinuing Approps  to  Reserve 

Maxi 

R  P 

320X~ 

Sj.0.  N 

Ji  Hii  Jt  a 

N  N  P 

Ml  1  2 

271 

Close  Budgeted  Revenue  and  Income 

Max? 

R  F 

510X 

310X  N 

JULU.H1L 

fin  3 

271 

Close  Prior  Year  Revenue  and  In- 
come of  Continuina  Rev.  Estimate* 

._.__._. 

Maxi 

R  F 

51IX 

31  OX  N 

N  N  N  N  N 

N  N  P 

M2I0 

271 

Close  Non-Budgeted  Expenditures 
and  Withdrawals 

Maxi 

B.E 

Mot 

p&PJLlL 

J-  JL  tLU.iL 

N  M  P 

M220 

271 

Close  Non-Budgeted  Revenue  or 
Income 

Maxi 

R  f 

51  OX 

1(101  N 

N  N  N  N  N 

N  N  P 



M310 

271 

Close  Reverted  Appropriation 
Expenditures 

~ 

E.E 

1710 

s?nx  n 

__i_.__._L__, 

||f 

Hill 

271 

Close  Unexpended  Balance  of 
Reverted  ADDroDriat ions 

Maxi 

|R_F 

3210 

illOl  N 

N  N  N  N  N 

N  N  P 

1312 

271 

Close  Prior  Year  Revenue  or 
Income  Adjustments 

N  N  P 

MaxTl 

lR_  F 

M01 

51XX  N 

N  N  N  N  N 

Mil  10 

271 

Close  Unexpended  Balance  of  Non- 
Continuing  Approps.  to  Reserve 

Maxi 

R 

\   320X 

^03  N 

N  N  N  N  N 

N  N  P 

N<t20 

271  [ 

Close  Estimated  Revenues 

Actual  collections  less 

Maxi 

R 

*  k\Q\ 

3I0X  N 

V«  «  N  N 

N  N  P   than  anticipated            1 

.. 

..  ) 

Actual  collections  greater 

Maxi 

B_ 

R  3I0X 

<ll01  N 

_.___.___. 

N10I 

231 

Record  Purchase  of  Fixed  Asset 
(Non-Entcrpr i so  Operation) 

-M_LlU_ 

R_ 

*      N 

N   N 

ELfLR-ILi. 

P  P  fi 

Maxi 

p. 

*  520X 

1 1 0£*  P 

R  N  R  H_l 

P  P  R 



N20I 

2U) 

Record  Sale  of  Fixed  Asset 
(Non-EnterDrise  Operation) 

Mini 

N    N 

_B.Jl.J_L.N_fi 

_e.  __.  &. 

B 

R  1  1  Oil 

<>I0X  N 

i.  JUL  jel_Lb 

?   n  R 

1 

"  W 

<en  Min 

Uries 

Coding,  instead  of  9999,  the  MiniCc 
jonerafed  at  fiscal  year  end  by  the 

de  Mo 
Depar 

lull 

me 

•  wi  11 
t  of  I 

3-41 

use  IK 

dminist 
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ration 

BUDGET  AUTHORIZATIONS:   ESTABLISH  APPROPRIATIONS 


To  record  legislative  or  executive  appropriations,  authorizing  the  disbursement  of  State  monies  from  specified 
jb     accounting  entities  within  a  specified  period  of  time.  These  transactions  are  generated  only  by  the  Office  of 
?      Budget  and  Program  Planning. 


csa? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


212 


Notice  of  Appropriation 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


4101 
4202 


4401 


3201 
3205 


3201 
3205 


Fund  Balance  -  General 
Fund  Balance  -  Special  Trusts 
Appropriation  -  Expenditures 
Appropriation  -  Withdrawls 


Reserve  for  Continuing  Appropriations 
Appropriation..—  Expenditures 
Appropriation  —  Withdrawals 


Non— Continuing  Appropriations  and 
Expended  Portion  of  Continuing 
Appropriations 


Unexpended  Portion  of  Continuing 
Appropriations 


Minicoding  not  allowed  for  this  transaction 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Appro  p. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 

Rev. 


N1 
Sub.  Det 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


The  specific  budgetary  control  account  to  be  credited  depends  on  the  purpose  of  the  appropriation  to  be  recorded. 
See  applicable  Control  Account  Description  for  details. 


■R  ■  Required 


P  ■  Provisional 


N  -  Not  Permitted 
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BUDGET  AUTHORIZATIONS:   AGENCY  APPROPRIATION  ALLOCATIONS 


Amounts  appropriated  for  disbursement  may  be  allocated  by  the  agency  assigned  to  administer  either  a 
legislative  or  executive  appropriation. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


cSd? 


213 


Name  of  Form 


Notice  of  Agency  Appropriation  Allocation 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


3201 
3205 


9999 


9999 


3201 
3205 


Appropriations  —  Support 
Appropriations  —  Withdrawals 

Transaction  Clearing 
Transaction   Clearing  i 

Appropriations  -  Support 
Appropriations  —  Withdrawals 


Allocation  Decreases 


Allocation  Increases 


Note:  Control  Account  9999  must  zero  balance  on  a  document  basis  within  agency 
subdivisions  of  accounting  entities. 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


N 


N 


A  budgetary  control  account  is  credited  to  increase  the  amount  allocated;  debited  to  decrease  the  amount  allocated. 
The  net  effect  of  an  appropriation  allocation  must  be  zero. 

An  allocation  transaction  must  comply  with  the  restrictions  established  for  the  applicable  appropriation  (record  for 
agency;  general  ledger  control  account;  accounting  entity;  program  group;  and  object  of  expenditure  group  code). 


•R  "  Required 


P  »  Provisional 

5-43 


N  -  Not  Permitted 


■ ■ 

i , f....:.J 





NUMBER       ►       A201 


NAME 


BUDGET  AUTHORIZATIONS:    ESTABLISH  REVENUE  ESTIMATES 


The  estimates  of  monies  to  be  collected  by  specified  accounting  entities  for  the  purpose  of  financing  the  disbursement 
portion  of  the  State's  operational  plan,  are  recorded.  These  transactions  are  generated  only  by  the  Office  of  Budget 
and  Program  Planning. 


Cod? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


214 


Notice  of  Revenue  Estimate 


Gi 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


3101 
3102 


4101 
4201 


Estimated  Revenue 

Estimated  Income 

Fund  Balance  —  General 
Fund  Balance  —  Special  Trusts 


MiniCoding  not  allowed  for  this  transaction. 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 

Rev. 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


0 
Trans. 
Desc. 


MINI      ► 


MAXI     ► 


N 


N 


N 


N 


N 


N 


Whether  or  not  the  revenue  estimate  transaction  is  properly  classified  as  revenue  or  income  is  the  prime  responsibility 
of  the  Office  of  Budget  and  Program  Planning.  The  budgetary  control  account  used  to  establish  a  revenue  estimate 
dictates  the  nominal  account  to  be  used  when  applicable  receipts  are  collected  or  refunded. 


*R  ■  Required 


P  ■  Provisional 

5-44 


N  -  Not  Permitted 


BUDGET  AUTHORIZATIONS:   AGENCY  REVENUE  ESTIMATE  ALLOCATIONS 


Amounts  of  monies  estimated  to  be  collected  are  allocated  by  the  agency  assigned  to  administer  the  revenue  estimate. 


Coc/e 


Name  of  Form 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


215 


Notice  of  Agency  Revenue  Estimate  Allocation 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


9999 


3101 
3102 


3101 
3102 


9999 


Transaction  Clearing 
Estimated  Revenue 
Estimated  Income 

Estimated  Revenue 
Estimated  Income 
Transaction  Clearing 


Allocation  Decrease 


Allocation  Increase 


Note:  Control  Account  9999  must  zero  balance  on  a  document  basis  within  agency 
subdivisions  of  accounting  entities. 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


0 
Trans. 
Desc. 


MINI      ► 


N 


N 


N 


A  budgetary  control  account  is  debited  to  increase  the  amount  allocated;  credited  to  decrease  the  amount  allocated. 
The  net  effect  of  a  revenue  estimate  allocation  must  be  zero. 

An  allocation  transaction  must  comply  with  the  restrictions  established  for  the  applicable  revenue  estimate  (record  for 
agency;  general  ledger  control  account;  accounting  entity;  statewide  revenue  classification;  and  object  of  revenue). 


•R  =  Required 


P  =  Provisional 

5-45 


N  -  Not  Permitted 


NAME  ►       ENCUMBRANCES:    ESTABLISHED  -  REQUISITION 


Requisition  Encoding  Summaries,  generated  by  the  agencies,  are  sent  to  the  Department  of  Administration,  Purchasing 
Division 


cSd? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


221 


Requisition  Encoding  Summary 


221A 


Requisition  Encoding  Summary 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


1803 
1806 


2403 
2406 


Budgeted  Encumbrances 
Non-Budgeted   Encumbrances 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted  Encumbrances 


rVKnjCoding  must  be  used  to  establish  a  requisition  encumbrance. 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 

Rev. 


N1 
Sub.  Det, 
Acct. No. 


N2 
ENC. 
P/F 


0 
Trans. 
Desc. 


N 


N 


N 


N 


Encumbering  a  requisition  is  optional.  To  be  encumbered,  the  requisition  must  be  MiniCoded. 

A  requisition  transaction  may  be  simultaneously  recorded  in  multiple  accounting  entities  and  appropriations  as 
determined  by  the  responsibility  center  attributes  and  expanded  by  the   MiniCode  Module. 


•R  =  Required 


P  ■  Provisional 


5-46 


N  -  Not  Permitted 


Purchase  Orders,  responding  to  requests  made  on  requisitions,  are  input  by  the  Department  of  Administration, 
Purchasing  Division. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Cod? 


224 


224A 


Name  of  Form 


Purchase  Order  Encoding  Summary 


Purchase  Order  Encoding  Summary 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1803 
1806 


2403 
2406 


Budgeted  Encumbrances 
Non-Budgeted  Encumbrances 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted   Encumbrances 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 
+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct.No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


N 


N 


180X 


240X 


N 


N 


N 


N 


A  Purchase  Order  transaction,  if  MiniCoded,  will  automatically  liquidate  the  requisition  encumbrance.  Also  a 
Purchase  Order  transaction  may  be  simultaneously  recorded  in  multiple  accounting  entities  and  appropriations 
whether  MaxiCoded  or  MiniCoded  and  expanded  by  the  MiniCode  Module. 


*R  =  Required 


P  ■  Provisional 

5-47 


N  -  Not  Permitted 


Estimated  encumbrances  for  items  such  as  rent,  power,  water,  etc.  are  established. 


Cod? 


Name  of  Form 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


222 


Encumbrance   Estimate 


G1 
Debits 


G2 
Credits 


Name  Of  General  Ledger  Control  Account 


1803 
1806 


2403 
2406 


2403 
2406 


1803 
1806 


Budgeted  Encumbrances 
Non-Budgeted  Encumbrance 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted  Encumbrances . 

Reserve  for  Encumbrances  * 

Reserve  for  Non-Budgeted  Encumbrances 

Budgeted  Encumbrances 

Non-Budgeted   Encumbrances 


Increases 


Decreases 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Del 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


N 


MAXI     ►       R 


An  estimated  encumbrance  can  only  be  established  on  a  Form  222;  however,  this  type  of  encumbrance  can  be 
augmented  with  a  271    Journal  Voucher  or  a  278  Distribution  Voucher.. 


>R  -  Required 


P  »  Provisional 

5-48 


N  -  Not  Permitted 


ENCUMBRANCES:  AGENCY  PURCHASE  ORDER 


Establishing  encumbrances  for  goods  and  services  purchased  directly  from  supplier  rather  going  through  the 
Purchasing  Division. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Coc/e 


223 


Naire  of  Form 


Agency  Purchase  Order 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1803 
1806 


2403 
2406 


2403 
2406 


1803 
1806 


Budgeted  Encumbrances 

Non-Budgeted   Encumbrances 
Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted  Encumbrances 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted   Encumbrances 

Budgeted  Encumbrances 

Non-Budgeted  Encumbrances 


Increases 


Decreases 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


N 


N 


An  Agency  Purchase  Order  encumbrance  can  only  be  established  on  a  Form  223  Agency  Purchase  Order; 
however,  this  type  of  encumbrance  can  be  augumented  with  a  271  Journal  Voucher  or  a  276  Distribution 
Voucher 


•R  =  Required 


P  =  Provisional 


5-49 


N  ■  Not  Permitted 


Encumbrances,  previously  recorded  via  Form  224,  are  adjusted. 


Coc/e 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


225 


Purchase  Order  Adjustment 


Gi 
Debits 


G2 

Credits 


Name  Of  General  Ledger  Control  Account 


1803 
1806 


2403 
2406 


2403 
2406 


1803 
1806 


Budgeted  Encumbrances 
Non-Budgeted  Encumbrances 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted  Encumbrances 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted  Encumbrances 

Budgeted  Encumbrances 

Non-Budgeted  Encumbrances 


Increases 


Decreases 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledge 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 

ENC. 
P/F 


O 
Trans. 
Desc. 


N 


When  changing  the  funding  sources  or  object  of  expenditure  code  of  an  encumbrance,  it  is  required  to  liquidate  that 
portion  of  the  encumbrance  being  changed  and  reestablish  it  with  a  new  suffix  code. 


*R  ■  Required  P  =  Provisional  N  -  Not  Permitted 


5-50 


Encumbrances,  previously  recorded  via  Form  222  are  adjusted. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Coc/e 


Name  of  Form 


222 


Encumbrance  Estimate 


271 


Journal  Voucher 


276 


Distribution  Voucher 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1803 
1806 


2403 
2406 


2403 
2406 


1803 
1806 


Budgeted  Encumbrances 
Non-Budgeted   Encumbrances 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted  Encumbrances 

Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted   Encumbrances 

Budgeted  Encumbrances 

Non-Budgeted   Encumbrances 


Increases 


Decreases 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


Obj.  of 
Rev. 


N1 

Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


0 
Trans. 
Desc. 


N 


N 


*R  =  Required 


P  ■  Provisional 


N  ■  Not  Permitted 


5-51 


Encumbrances,  previously  recorded  via  Form  221  is  partially  or  completely  liquidated. 


Cod? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


224 


Purchase  Order  Encoding  Summary 


271 


Journal  Voucher 


276 


Distribution  Voucher 


Gi 

Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


2403 
2406 


1803 
1806 


Reserve  for  Encumbrances 

Reserve  for  Non-Budgeted  Encumbrances 
Budgeted  Encumbrances 
Non-Budgeted   Encumbrances 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct, 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 
+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 

Desc. 


MINI      ► 


N 


MAXI     ► 


240X 


180X 


•R  =  Required  P  =  Provisional  N  -  Not  Permitted 


5-52 


To  record  invoices  billing  amounts  owed  to  the  State  wherein  theasset's  offset  is  properly  accounted  as  revenue 
or  income  but  the  revenue  or  income  must  be  accounted  for  on  a  cash  basis. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


&&? 


261 


263 


264 


Name  of  Form 


Accounts  Receivable  Billing  Summary 


Inter  Agency  Invoice 


Accounts  Receivable  Invoice 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1201 


2401 


Deferred  Accounts  Receivable 

Reserve  for  Deferred  Accounts  Receivable 


} 


Must  be  combined  in  the  same 
transaction 


MiniCoding  cannot  be  used  for  this  transaction. 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


1201 


2401 


Used  by  non-enterprise  operations. 


*R  -  Required  P  ■  Provisional  N  *  Not  Permitted 


R-F>3 


To  record  invoices,  billing  amounts  owed  to  the  State  wherein  the  asset's  offset  is  properly  accounted  as  revenue  or 
income  and  the  revenue  or  income  is  accounted  on  an  accrued  bases. 


Esa? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


261 


Accounts  Receivable  Billing  Summary 


263 


InterAgency  Invoice 


264 


Accounts  Receivable  Invoice 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


1203 


5101 
5102 
5103 
5104 


Accounts  Receivable— Receipts 

Revenue  (Budgeted) 
Income  (Budgeted) 
Revenue    (Non-Budgeted) 
Income  ( No n- Budgeted) 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI      ► 


N 


N 


1203 


510X 


Revenue  or  income  receivables  are  accounted  on  an  accrued,  non-deferred  basis  only  by  those  accounting  entities 
wherein  it  is  necessary  to  accurately  measure  revenue  or  income  on  a  "period  earned"  basis. 


*R  =  Required 


P  ■  Provisional 

5-54 


N  -  Not  Permitted 


►       RECEIVABLES:    ESTABLISHING  EXPENDITURE  ABATEMENT  RECEIVABLES 

To  record  invoices,  billing  amounts  owed  to  the  State,  wherein  the  asset's  offset  is  properly  accounted  as  a  reduction 
of  amounts  previously  accounted  as  an  expenditure  or  withdrawal. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Cod? 


261 


263 


Name  of  Form 


Accounts  Receivable  Billing  Summary 


Inter  Agency  Invoice 


264 


Accounts  Receivable  Invoice 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


1204 


5201 


5205 
5206 
5207 


Accounts  Receivable  —  Expenditure  Abatements 
Budgeted  Expenditures 


Budgeted  Withdrawals 
Non-Budgeted   Expenditures 
Non-Budgeted  Withdrawals 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Appro  p. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


N 


N 


1204 


520X 


*  R  =  Required  P  ■  Provisional  N  -  Not  Permitted 


,-, •  •-••ir-,- ,-,-^>fcf„l,---1  - • - -*~ ..»».>.f^. 

►   COLLECTIONS:   Revenue  or  Income  (Non-Receivable) 


Monies  are  collected  and  deposited,  and  that  portion  relating  to  revenue 
or  income  collections  not  previously  established  as  a  receivable,  are  recorded. 


6&£ 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


241 


Collection   Report 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


1104 


5101 
5102 
5103 
5104 


Cash  in  Treasury 

Revenue  (Budgeted) 
Income  (Budgeted) 
Revenue  (Non-Budgeted) 
Income  (Non-Budgeted) 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 

Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 


N1 
Sub.  Det 
Acct. No. 


N2 
ENC 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


N 


N 


1104 


510X 


When  the  amount  collected  is  subject  to  budgetary  control,  the  nominal 
account  (5101  or  5102)  to  be  used  is  determined  through  reference  to  the 
applicable  Revenue  Estimate. 

Transaction  Description,  Field  "0",  entry  is  required  in  Bank  Code 
area  of  each  Collection  Report. 


*R  =  Required 


P-  Provisional 


N  -  Not  Permitted 


5-56 


All  cash  receipts  not  recorded  in  SBAS  by  June  30  but  received  on  or  before 
June  30  are  to  be  deposited  in  the  State  Treasury  System  as  soon  as  possible 
after  June  30  on  a  Collection  Report  prepared  to  be  processed  in  the  next  fiscal 
year's  business. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


cSd? 


241 


Name  of  Form 


Collection   Report 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1104 


1107 


Cash  in  Treasury 

Cash  on  Hand  at  FYE 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledge 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 
+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI      ► 


1104 


1107 


This  entry  must  be  MaxiCoded  on  Form  241,  Collection  Report. 


•R  ■  Required  P  =  Provisional  N  ■  Not  Permitted 


Interest  earnings  portion  of  a  notes  receivable  payment  is  received 
and  deposited. 


c83? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


241 


Collection   Report 


G1 
Debits 


G2 

Credits 


Name  Of  General  Ledger  Control  Account 


ll  04 


5101 
5102 

5103 
5104 


Cash  in  Treasury 

Revenue  (Budgeted) 
Income  (Budgeted) 
Revenue  (Non-Budgeted) 
Income  (Non-Budgeted) 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 
Rev. 


N1 
Sub.  Det 
Acct. No. 


N2 
ENC 
P/F 


O 
Trans. 

Desc. 


MINI      ► 


N 


N 


N 


N 


R 


1104 


510X 


>R  ■  Required  P  -  Provisional  N  -  Not  Permitted 


5-58 


^~" 

■■I 

NUMBER 

►  D201 

NAME 

►      COLLECTIONS:      Expenditure  Abatements 

Collections,    representing   the   recovery  of  amounts  erroneously  expended 

(or 

expended   solely  as  a  convenience  to  others)    are   recorded. 

& 

TYPICAL 
SOURCE 

Coc/e 

Name  of  Form 

241 

Col  lection   Report 

FORM 

AND 
CODE 

G1 
Debits 

G2 
Credits 

Name  Of  General   Ledger  Control  Account 

110 

k 

Cash    in  Treasury 

> 

5201 

Budgeted   Expenditures 

ui 

5205 

Budgeted  Withdrawals 

c 

3 

5206 

Non-Budgeted   Expenditures 

8 

< 

0 

5207 

Non-Budgeted  Withdrawals 

c 
o 
o 

1 

1 

_l 

1 

c 

o 

* 

ADDITIONAL  FIELD  REQUIREMENTS 

TYPE 

E 
Rec. 

F 
Acct 

General   Ledger 

1 

J1 
Resp. 

J2 
SIGN 

K1 
Obj.  of 

L 
Rev. 

M 
Obj.  of 

N1 
Sub.  Det. 

N2 
ENC 

0 
Trans. 

G1 

G2 

Agy. 

Ent. 

Debits 

Credits 

Ctr. 

+/- 

Exp. 

Est. 

Rev. 

Acct. No. 

P/F 

Desc. 

MINI       ► 

R 

N 

N 

N 

N 

R 

N 

R 

N 

N 

P 

N 

R 

MAXI     ► 

R 

R 

1104 

520X 

P 

R 

N 

R 

N 

N 

P 

N 

R 

*R  =  Required           P  -  Proviiional           N  -  Not  Permitted 

5-59 


Collections,  representing  the  recovery  of  revenue  or  income  erroneously 
refunded  by  the  State,  are  deposited  and  recorded. 


Cod? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


2^1 


Collection   Report 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1104 


5105 
5106 
5107 
5108 


Cash  in  Treasury 

Revenue  Refunds  (Budgeted  Revenue) 
Income  Refunds  (Budgeted  Income) 
Revenue  Refunds  (Non-Budgeted  Revenue) 
Income  Refunds  (Non-Budgeted  Income) 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC 
P/F 


O 
Trans. 
Desc. 


NOT   ALLOWED 


WOk 


510X 


This  entry  assumes  that  the  amount  recovered  has  not  been  established 
as  an  accounts  receivable. 

Must  be  Max i Coded. 


"  R  -  Required  P  =  Provisional  N  ■  Not  Permitted 


5-60 


NUMBER   ►  D302 


name     ►   COLLECTIONS:   Expense  Advances  Repaid 


Amounts,  representing  the  collection  of  expense  advances  made  to  an 
employee,  are  deposited  and  recorded. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Cod? 


2k\ 


Name  of  Form 


Collection   Report 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1 104 


1901 


Cash  in  Treasury 

Expense  Advances  to  Employees 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


1104 


1901 


Transaction  Description,  Field  "0",  is  required  in  the  Bank  Code  area 
of  the  Collection  Report. 

When  Form  231  and  Control  Account  1901  are  used,  payee  name  is  picked 
up  from  Form  231  for  1901  Subsidiary  Detail  Ledger. 

Must  be  Maxi Coded. 


»R  =  Required  P  -  Proviiional  N  »  Not  Permitted 


5-61 


►  COLLECTIONS:   Receive  Notes  Receivable  Payment 


Amounts,  representing  the  payment  of  notes  receivable,  are  deposited 
and  recorded. 


Coo? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


241 


Collection   Report 


G1 
Debits 


G2 

Credits 


Name  Of  General  Ledger  Control  Account 


1104 


1207 


Cash  in  Treasury 
Notes  Receivable 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 

Rev. 


N1 
Sub.  Det 
Acct.  No. 


N2 

ENC 
P/F 


O 
Trans. 
Desc. 


INI       ► 


1104 


1207 


Must   be  Maxi Coded. 


»R  =  Required  P  ■  Provisional  N  -  Not  Permitted 


5-62 


Money  collected  ,  which  is  to  be  subsequently  transferred  to  another 
accounting  entity  or  the  accurate  disposition  of  the  amount  collected  is 
not  known,  is  deposited. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


c83? 


241 


Name  of  Form 


Collection   Report 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1 104 


2506 


Cash  in  Treasury 

Uncleared  Collections 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 
Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


1104 


2506 


Must  be  Maxi Coded. 


•R  =  Required 


P  =  Provisional 


N  -  Not  Permitted 


ACCOUNTS  PAYABLE:   Basic  Entry 


When  it  is  necessary  to  accurately  match  expenditures  or  withdrawals  with 
the  amount  of  revenue  or  income  being  produced,  amounts  pending  payment  may  be 
recorded  as  a  liability  offset  in  an  appropriate  nominal  disbursement  control 
account. 


co(7" 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


271 


Journal    Voucher 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


5201 
5205 
5206 
5207 


2101 


Budgeted  Expenditures 
Budgeted  Withdrawals 
Non-Budgeted  Expenditures 
Non-Budgeted  Withdrawals 

Accounts  Payable 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 

Agy. 


F 
Acct. 
Em. 


General   Ledge 


G1 
Debits 


G2 

Credits 


Appro  p. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


520X 


2101 


Must  be  Maxi Coded. 


*R  =  Required  P  =  Provisional  N  -  Not  Permitted 


5-64 


- 

NUMBER 

►  E102 

NAME 

►     ACCOUNTS   PAYABLE:      Payment  of  Accounts   Payable 

To   record    liquidation  of  an  accounts   payable  because  of  payment. 

TYPICAL 
SOURCE 

Coc/e 

Name  of  Form 

231 

Transfer-Warrant   Claim 

FORM 
AND 
CODE 

G1 
Debits 

G2 
Credits 

Name  Of  General   Ledger  Control  Account 

210 

1 

Accounts   Payable 

>• 

1104 

Cash   in  Treasury 

Hi 

c 

3 

< 

0 

c 

O 

| 

■ 

-1 

■5 

c 

a 

- 

ADDITIONAL  FIELD  REQUIREMENTS 

ENTRY 

TYPE 

E 
Rec. 

F 
Acct. 

General   Ledger 

1 

ji 
Resp. 

J2 
SIGN 

K1 
Obj.  of 

L 
Rev. 

M 
Obj.  of 

N1 

Sub.  Det. 

N2 
ENC 

0 
Trans. 

G1 

G2 

Agy. 

Ent. 

Debits 

Credits 

Approp. 

Ctr. 

+/- 

Exp. 

Est. 

Rev. 

Acct. No. 

P/F 

Desc. 

MINI       ► 

MAXI     ► 

R 

R 

2101 

1104 

N 

N 

N 

N 

N 

N 

R 

N 

R 

Must   be  Max i Coded. 

*R  =  Required           P  ■  Provisional           N  »  Not  Permitted 

5-65 


At  year-end,  valid  obligations  against  appropriated  funds  are  recorded. 


c83? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


251 


Fxpenditure  Accrual  Report 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


5201 
5205 


2301 
2305 


Budgeted  Expenditures 
Budgeted  Withdrawals 

Accrued  Budgeted  Expenditures 
Accrued  Budgeted  Withdrawals 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Ftesp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 

ENC 
P/F 


O 
Trans. 
Desc. 


520X 


230X 


R 


R 


N 


N 


N 


Must  be  Max i Coded. 

These  entries  require  the  approval  of  the  Dept.  of  Administration, 


•R  -  Required  P  -  Provisional  N  *  Not  Permitted 


5-66 


Payment  is  made  of  an  accrual  established  on  Form  251,  Expenditure  Accrual  Report 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


cga? 


231 


Name  of   Form 


Transfer-Warrant   Claim 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


2301 
2305 


1104 


Accrued  Budgeted  Expenditures 
Accrued  Budgeted  Withdrawals 

Cash  in  Treasury 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC 
P/F 


O 
Trans. 
Desc. 


230X 


1104 


Must  be  Max i Coded, 


>R  =  Required  P  ■  Provisional  N  ■  Not  Permitted 


F,-fi7 


■i::       — ^ >"" 

fp^          .         ..           <  ^ 

NUMBER 

►    Gl  10 

name           ►      WARRANT  DISBURSEMENTS:      Nominal    -   Disbursements 

Transfer-Warrant   Claims,    requesting   the    issuance  of  warrants   to  be  drawn 

1 

on   the  General   Warrant  Account,    for  nominal-disbursements. 

TYPICAL 
SOURCE 

Coc/e 

Name  of   Form 

231 

Transfer-Warrant   Claims 

AND 
CODE 

G1 
Debits 

G2 

Credits 

Name  Of  General   Ledger  Control  Account 

5201 

Budgeted   Expenditures 

> 

5205 

Budgeted  Withdrawals 

c 

Ul 

5206 

Non-Budgeted   Expenditures 

3 

5207 

Non-Budgeted  Withdrawals 

0 
u 

< 
0 

1104 

Cash   in  Treasury 

c 
0 

o 

i 

i 

_l 

S 

o 

ADDITIONAL  FIELD  REQUIREMENTS 

ENTRY 

TYPE 

E 
Rec. 

F 
Acct 

General   Ledger 

1 

Appro  p. 

J1 

Resp. 

J2 
SIGN 

K1 
Obj.  of 

L 
Rev. 

M 
Obj.  of 

N1 
Sub.  Det. 

N2 
ENC. 

0 
Trans. 

G1 

G2 

Agy. 

Ent. 

Debits 

Credits 

Ctr. 

+/- 

Exp. 

Est. 

Rev. 

Acct.  No. 

P/F 

Desc. 

MINI       •* 

R 

N 

N 

N 

N 

R 

N 

R 

N 

N 

P 

N 

R 

MAXI     ► 

R 

R 

520X 

1  104 

P 

R 

N 

R 

N 

N 

P 

N 

R 

*R  ■  Required          P  -  Provisional           N  -  Not  Permitted 

5-68 


Money  is  advanced  to  an  employee  to  cover  travel  expenses  incurred  on  a 
trip  involving  State  business. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Coc/? 


231 


Name  of  Form 


Transfer-Warrant   Claim 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


1901 


1 104 


Employee  Expense  Advance 
Cash  in  Treasury 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 
+/- 


Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


1901 


1 104 


Must   be  Maxi Coded. 


•R  =  Required  P  =  Provisional  N  «  Not  Permitted 


Transfer-Warrant  Claim,  requesting  the  issuance  of  a  warrant(s)  to  be  drawn 
on  the  General  Warrant  Account,  to  establish  a  cash  revolving  account  to  be 
maintained  in  a  local  bank  account  in  the  name  of  the  responsible  State  agency, 
from  an  accounting  entity. 


Cod? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


231 


Transfer-Warrant   Claim 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


1103 


104 


Revolving  Cash  Fund 
Cash  in  Treasury 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledge 


G1 
Debits 


G2 
Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC 
P/F 


0 
Trans. 
Desc. 


103 


104 


Agencies  must  maintain  records  to  support  the  balance  recorded  in 
Control  Account  1103- 

Must  be  Max i Coded. 


*R  ■  Required  P  -  Provisional  N  -  Not  Permitted 


R-70 


Transfer-Warrant  Claim,  requesting  the  issuance  of  a  warrant(s)  to  be 
drawn  on  the  General  Warrant  Account,  to  refund  revenue  or  income  previously 
col lected. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


c§3? 


231 


Name  of  Form 


Transfer-Warrant   Claii 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


5101 
5102 
5103 
5104 
5105 
5106 
5107 
5108 


1 104 


Revenue   (Budgeted)    "] 
Income   (Budgeted)     I    a 
Revenue   (Non-Budgeted)j 
Income  (Non-Budgeted)  -* 
Revenue  Refunds  (Budgeted  Revenue) 
Income  Refunds  (Budgeted  Income) 
Revenue  Refunds  (Non-Budgeted  Revenue] 
Income  Refunds  (Non-Budgeted  Income)  ■ 

Cash  in  Treasury 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


N 


N 


N 


N 


N 


510X 


11  Ok 


a  -  If  refund  non-specific 
b  -  If  refund  specific. 


*R  =  Required 


P  =  Provisional 


N  -  Not  Permitted 


Amounts,  representing  the  payment  of  amounts  billed  on  an  Inter-Agency 
Invoice,  are  recorded  in  the  recipient  accounting  entity. 


cS3? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


232 


No  Warrant  Transfer 


G1 
Debits 


G2 

Credits 


Name  Of  General  Ledger  Control  Account 


110A 


ENTRY 
TYPE 


5101 
5102 


Cash  in  Treasury 

Revenue  (Budgeted) 
Income  (Budgeted) 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 
+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 


N1 
Sub.  Det 
Acct. No. 


N2 
ENC 

P/F 


0 
Trans. 
Desc. 


MINI       ► 


N 


R 


N 


N 


N 


no** 


5iox 


*R  =  Required  P  »  Provisional  N  ■  Not  Permitted 


5-72 


Amounts  billed  to  an  agency  on  a  Form  263  _  Inter  Agency  Invoice  are 
paid  by  transferrinq  funds  to  the  "Transfer  To"  entity  from  the  "Transfer 
From"  entity,  wherein  the  disbursement  is  recorded. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


£83? 


232 


Name  of  Form 


No  Warrant  Transfer 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


5201 
5205 
5206 
5207 


1104 


Budgeted  Expenditures 
Budgeted  Withdrawals 
Non-Budgeted  Expenditures 
Non-Budgeted  Withdrawals 

Cash  in  Treasury 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 

Rev. 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


520X 


1104 


•R=  Required  P  ■  Provisional  N  -  Not  Permitted 


R-73 


. :, 


NUMBER        ►      K210 


CORRECTIONS  AND  ADJUSTMENTS:    DEPOSIT  CORRECTION  -  AGENCY  ACTION 


Errors  in  recorded  deposits  are  detected  and  the  necessary  corrective  action  is  initiated  by  the  Treasury  Division. 


E88? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


242 


Treasurer  Deposit  Correction 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


5101 
5102 
5103 
5104 


1104 


1104 


5101 
5102 
5103 
5104 


Revenue  (Budgeted) 
Income  (Budgeted) 
Revenue  (Non-Budgeted) 
Income   (Non-Budgeted) 
Cash  in  Treasury 


Cash  in  Treasury 

Revenue  (Budgeted) 
Income  (Budgeted) 
Revenue  (Non-Budgeted) 
Income   (Non-Budgeted) 


MiniCoding  not  allowed  for  this  transaction. 


Decrease  Deposit 


Increase  Deposit 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledgei 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 

Rev. 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 

Trans. 
Desc. 


MINI      ► 


►      R 


The  agency  having  made  the  deposit  containing  the  error  is  required  to  complete  the  deposit  correction  based  on  the 
notice  received  from  the  Treasury  Division. 


•R  =  Required  P  -  Provisional  N  "  Not  Permitted 


5-74 


NUMBER        ►     K411 


CORRECTIONS  AND  ADJUSTMENTS:    EXPENSE  ADVANCE  ADJUSTMENTS 


To  record  the  adjustment  or  closure  of  an  employee's  expense  advance  account  based  on  approved  travel  vouchers 
justifying  the  partial  or  total  consumption  of  amounts  advanced  (non-cash  collections). 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


&a? 


271 


Name  of  Form 


Journal  Voucher 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


5201 
5205 


1901 


Budgeted  Expenditures 
Budgeted  Withdrawals 

Expense  Advance  to  Employees 


MiniCoding  not  allowed  for  this  transaction. 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


520X 


1901 


*R  =  Required  P  =  Provisional  N  =  Not  Permitted 


Upon  the  expiration  of  an  appropriation's  availability,  unliquidated  accrued  expenditures  or  withdrawals  are 
adjusted. 


cgd? 


Name  of  Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


271 


Journal  Voucher 


G1 
Debits 


G2 

Credits 


Name  Of  General   Ledger  Control  Account 


2301 


2305 


5208 


5209 


Accrued    Expenditures 

Prior  Year  Expenditure  Adjustments 

Accrued  Withdrawals 

Prior  Year  Withdrawal  Adjustments 


MiniCoding  not  allowed  for  this  transaction. 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 

Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 

SIGN 

+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 

Rev. 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


230X 


520X 


•R  ■  Required 


P  »  Provisional 


N  =  Not  Permitted 


5-76 


Amounts,  previously  recorded  as  uncleared  collections,  are  distributed  as  required. 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Cod? 


271 


232 


Name  of  Form 


Journal  Voucher 


No  Warrant  Transfer 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


2506 


5101 
5102 
5103 
5104 


Uncleared  Collections 
Revenue  (Budgeted) 
Income  (Budgeted) 
Revenue   (Non-Budgeted) 
Income  (Non-Budgeted) 


MiniCoding  not  allowed  for  this  transaction. 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


Acct. 
Ent. 


General   Ledge 


G1 
Debits 


G2 

Credits 


Appro  p. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 


N1 
Sub.  Det. 
Acct. No. 


N2 

ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


2506 


510X 


Other  control  accounts  may  be  credited  as  required. 


*R  ■  Required 


P  =  Provisional 


N  =  Not  Permitted 


5-77 


Revenue  or  Income  is  transferred  between  or  among  revenue  or  income  control  accounts  or  distributed  between  or 
among  Objects  of  Revenue  within  an  agency  subdivision  of  an  accounting  entity. 


Co'Je 


Name  of   Form 


TYPICAL 

SOURCE 

FORM 

AND 

CODE 


271 


Journal  Voucher 


G1 
Debits 


G2 

Credits 


Name  Of  General  Ledger  Control  Account 


5101 

5102 

5103 

5104 

5105 

5106 

5107 

5108 

9999 


(a) 


ENTRY 
TYPE 


9999 

5101 
5102 
5103 
5104 
5105 
5106 
5107 
5108 


Revenue  (Budgeted) 
Income  (Budgeted) 
Revenue  (Non-budgeted) 
Income  (Non-budgeted) 
Revenue  Refunds  (Budgeted  Revenue) 
Income  Refunds  (Budgeted  Income) 
Revenue  Refunds  (Non-budgeted  Revenue) 
Income  Refunds  (Non-budgeted  Income). 

Transaction  Clearing 
Transaction  Clearing 
Revenue  (Budgeted) 

Income  (Budgeted)  I  (c) 
Revenue  (Non-budgeted) 
Income  (Non-budgeted)  -' 
Revenue  Refunds  (Budgeted  Revenue)  "1 
Income  Refunds  (Budgeted  Income)  1 
Revenue  Refunds  (Non-budgeted  Revenue/ 
Income  Refunds  (Non-budgeted  Income)  J 


(b) 


(d) 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


F 
Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 
Ctr. 


J2 
SIGN 

+/- 


K1 

Obj.  of 

Exp. 


L 
Rev. 
Est. 


M 
Obj.  of 


N1 
Sub.  Det. 
Acct.  No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


N 


N 


N 


N 


9999 
51XX 


51XX 
9999 


N 


(a)  Debits  decrease  amounts  accounted  as  revenue  or  income. 

(b)  Debits  increase  amounts  accounted  as  refunds. 

(c)  Credits  increase  amounts  accounted  as  revenue  or  income. 

(d)  Credits  decrease  amounts  accounted  as  refunds. 


'R  =  Required  P  ■  Provisional  N  -  Not  Permitted 


5-78 


Expenditures  or  withdrawals,  recorded  in  the  general  ledger  control  accounts,  are  transferred  to  other 
expenditure  or  withdrawal  control  accounts  or  are  transferred  among  object  of  expenditure  groups 


TYPICAL 
SOURCE 

FORM 
AND 

CODE 


Coc/e 


271 


Name  of  Form 


Journal  Voucher 


G1 
Debits 


G2 
Credits 


Name  Of  General   Ledger  Control  Account 


5201 
5205 
5206 
5207 

9999 


9999 

5201 
5205 
5206 
5207 


Budgeted  Expenditures  -» 

Budgeted  Withdrawals  I 

Non-Budgeted   Expenditures         [ 
Non-Budgeted  Withdrawals         J 

Transaction  Clearing 
Transaction  Clearing 

Budgeted  Expenditures         -> 
Budgeted  Withdrawals  I 

Non-Budgeted  Expenditures  [ 
Non-Budgeted  Withdrawals    J 


(a) 


(b) 


ENTRY 
TYPE 


ADDITIONAL  FIELD  REQUIREMENTS 


E 
Rec. 
Agy. 


Acct. 
Ent. 


General   Ledger 


G1 
Debits 


G2 

Credits 


Approp. 


J1 
Resp. 


J2 
SIGN 

+/- 


K1 

Obj.  of 
Exp. 


L 
Rev. 
Est. 


M 

Obj.  of 
Rev. 


N1 
Sub.  Det. 
Acct. No. 


N2 
ENC. 
P/F 


O 
Trans. 
Desc. 


MINI       ► 


(a)  Debits  increase  amounts  accounted  as  expenditures  or  withdrawals. 

(b)  Credits  decrease  amounts  accounted  as  expenditures  or  withdrawals. 


*R  =  Required 


P  ■  Provisional 


N  »  Not  Permitted 


FORM  192  REPORTING 
CENTER  SPECIFICATIONS 


5-SO 


APPLICATION  AND  USE  OF  FIELDS 

A1      -     DESIGNATION  OF  FORM 

►  Mark  (X)  to  indicate  the  form  is  to  be  a   Reporting  Center  Specifications 
form  (192). 

►  Only  the  following  fields  must  be  completed  with  an  add  action:     A2, 
A3,  A4,  A5,  B,  C,  D.     IN   is  optional. 


A2    -     DATE 

►  Record  applicable  transaction  date. 

►  Required  configuration:     XX-XX-XX    (07-31-78). 

►  Dates  are  stored  in  the  file  together  with  the  associated  Action  code  to  display 
the  center's  history,  e.g.: 

07-01-78  A 
08-01-78  M  Field  X 
09-02-78   D 

A3     -     RECORD  FOR  AGENCY 

►  Record  four  digit  agency  code  to  indicate  the  controlling/responsible  agency. 

►  Serves  as  the  prefix  to  the  center  number. 

►  Must  exist  in  SBAS  ICC  file  when  a  center  is  created. 
A4     -     CENTER  NUMBER 

►  Record   1-5  digits  for  reporting  centers. 

►  Must  be  all  numeric. 

►  May  be  structured,  but  structuring  is  not  recognized  in  the  System. 

►  Operationally,  this  field  is  suffixed  to  the  Record   For  Agency  (Field  A3). 
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A5      -     ACTION 

►  Mark  (X)  either  A,  D  or  M. 

A  ■  Add:  A  previously  unused  center  is  being  added  to  the  file. 

D  =  Delete:      An  entire  center  is  being  deleted  from  the  file.  Centers  that 
have  been  deleted  will  remain  in  the  file  until  fiscal  year-end. 
After  a  center's  number  has  been  purged  from  the  file  it  can 
be  reused. 

M  =  Modify:     A  given  field  within  an  existing  center  file,  to  the  extent  permitted, 
is  being  changed.  Modifications  can  involve  changing  an  existing 
specific  field  to  a  blank  condition. 

►  To  the  maximum  practicable  extent,  provisions  will  be  made  to  allow  the 
administering  agency  to  change  a  center's  specifications. 

B        -     NAME  OF  CENTER 

►  Record  desired  name  of  center  in  1-30,  alpha-numeric  characters. 

►  Used  in  the  on-line  display  and  in  the  report  generation  cycle. 
C        -     NAME  OF  RESPONSIBLE  PERSON 

►  Record  desired  name  of  responsible  person  in  1-30,   alpha-numeric  characters. 

►  Used  in  the  on-line  display  and  in  the  report  generation  cycle. 
D        -     ADDRESS  OF  RESPONSIBLE  PERSON 

►  Record  applicable  address  of  responsible  person  in  1-30,  alpha-numeric  characters. 

►  Used  in  the  on-line  display  and  in  the  report  generation  cycle. 
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STATEWIDE  BUDGETING  AND  ACCOUNTING  SYSTEM 


PART  SIX:     FINANCIAL  RECORDS  AND  REPORTS 

•  INTRODUCTION 

•  OVERVIEW 

•  221-276  TRANSACTION  DOCUMENTS 

•  SUMMARY 
'FINANCIAL  RECORDS 

398  Document  Control  Log 

399  Register  of  Transactions  By  Accounting  Entity 
411            General  Ledger 

421  Appropriation  Control  Ledger 

422  Revenue  Estimate  Control  Ledger 

423  Reverted  Appropriation  Control  Ledger 
510-526  Subsidiary  Detail  Ledgers 

51 1       Encumbrances 

515      Accrued  Support  Expenditures 

518      Employee  Expense  Advance 

•  FINANCIAL  REPORTS 

613  Revenue  Estimate  Status  Summary 

632  Receipt  Summary  by  Accounting  Entity  Report 

631  Receipt  Summary  by  Agency  Report 

623  Appropriation  Status  Summary 
625  Daily  Appropriation  Control  Status 

624  Encumbrance  Detail  by  Appropriation  Report 
646  Report  of  Prior  Year  Disbursement  Adjustments 

663  Program  Report 

664  Function  Report 

661  Responsibility  Center  Financial  Report 

662  Reporting  Center  Financial  Report 
651       Daily  Cash  Position  Report 

655      Daily  Transaction  Listing 


Introduction 


For  any  system   to  be  successful,   it   is  imperative  that   its  users  have  a  good   under 
standing  ol  how  the  system  operates  and  what   it  does  or  doesn't  do  for  them.      Insofar  as 
financial  records  and  reports  are  concerned,  developing  a  sound   understanding  of   the  System's 
present   output   is  the  objective  of   this   portion  of  the  training  class. 
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Overview 


FINANCIAL  RECORDS 

"Financial  records"  are  defined  as: 

Books  of  original  entry  and  records  of  account  in  which  financial  data  are  permanently  recorded. 

As  listed  and  defined  in  the  Information  and  Control  Core  (ICC)  volume  of  the 
Montana  Operations  Manual,  those  presently  provided  are: 


Transaction  Registers 


398 
399 

Control   Ledgers 

411 
421 
422 
423 


Monthly  Document  Control   Log 

Register  of  Transactions  by  Accounting  Entity 


General  Ledger  (Consolidated  &  Non-Consolidated) 
Appropriation  Control   Ledger 
Revenue  Estimate  Control   Ledger 
Reverted  Appropriation  Control   Ledger 


Subsidiary  Detail   Ledgers 

510  Non-Budgeted  Encumbrance  Detail   Ledger 

511  Encumbrance  Detail   Ledger 

512  Accounts  Receivable  Detail   Ledger 

513  Accounts  Payable  Detail   Ledger 

515  Accrued  Expenditure  Detail   Ledger 

516  Uncleared  Collections  Detail   Ledger 

517  Cash  in  Treasury  Detail   Ledger 

518  Employee  Expense  Advance  Detail   Ledger 

519  Accounts  Receivable  —  Dishonored  Checks  Detail   Ledger 

520  Accountability  for  Property  Held  in  Trust  Detail   Ledger 

521  Pension  Accumulation  Fund 

522  Cash  with  Trustee  Bank 

523  Long  Term  Debts  Payable 

524  Student  Loan  Principal  Cancelled 

525  Bond  Coupons 

526  Investments  Administered  by  Agencies 

591  Bank  Demand  Deposit  Ledger  (daily) 

592  Bank  Time  Deposit   Ledger 

593  Treasurer's  Cash  Accountability  Ledger 

594  Bank  Demand  Deposit   Ledger  (monthly) 


Treasurer's  Use  Only 


. 


These  records  are  designed  to  satisfy  all  reasonable  record  keeping  requirements.  Most 
are  basic  to  any  good  financial  management  system  either  academic,  commercial  or  governmental. 

These  records  supplement  agency  maintained  files  of  source  documents  from  which  the 
records  were  prepared. 
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FINANCIAL  REPORTS 

"Financial  Reports"  are  defined  as: 

A  variable  array  of  documents  designed  to  present  financial  information  to  management 
based  on  data  recorded  in  the  financial  records. 


Financial  reports  provided  to  date  are  listed  below: 

613  Revenue  Estimate  Status  Summary 

623  Appropriation  Status  Summary 

624  Encumbrance  Detail  by  Appropriation  Report 

625  Daily  Appropriation  Control  Status 

631  Receipt  Summary  by  Agency  Report 

632  Receipt  Summary  by  Accounting  Entity  Report 
635  Receipt  Summary 

646  Report  of  Prior  Year  Disbursement  Adjustments 

651  Daily  Cash  Position  Report 

654  Daily  Cash  in  Treasury  Transaction  Report 

655  Daily  Transaction  Listing 

661  Responsibility  Center  Financial   Report 

662  Reporting  Center  Financial   Report 

663  Program  Report 

664  Function  Report 

While  this  l-isting  constitutes  the  standard  financial  reports  generated  by  the  Statewide 
Budgeting  and  Accounting  System,  other  financial  reports  can  be  added  with  sufficient 
justification.  Those  reports  added  may  fall  into  one  of  three  categories: 

•  Those  adopted  as  a  standard  and  provided  to  all  users  without 
specific  charge. 

•  Those  adopted  as  a  standard  and  provided  only  to  selected  agencies 
without  specific  charge. 

•  Those  not  adopted  as  a  standard  and  provided  to  a  requesting  agency 
on  a  cost  recovery  basis. 
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211-  276 


Transaction 
Documents 


Transaction    (or  source)  documents     serve     to     formally  document   financial   trans-   I 
actions  and   to  record   needed  approvals.      They  serve  to  notify  and  authorize  the  Accounting 
Division  to  input  specified   transactions.      Data  cards  are  prepared    (keypunched)    from   the 
various  transaction  documents  and    serve  as  the  basic  media  upon  which  the  computer 
programs  work   to  perform  specified   functions 

One  objective  of   the  Statewide  Budgeting  and  Accounting  System  is  to  restrict   the 
variety  of   input   forms  to  a  manageable  quantity.      In   perfecting   the  System,  we  will  con- 
tinue  to   make  a  concerted  effort   to  satisfy   the  user's  needs  and  add  a  form   to   the  System 

only   when   it    is   prudent    to   do  so. 

Those  forms  presently  provided   in   the  System  are   identified   in  the  Form's  portior 
of   the   Information  and   Control   Core   (ICC)    Indexes. 


In  creating  the  various  forms,  certain  encoding  restrictions  have  been  established 
These  restrictions  (as  a  debit  only  to  general   ledger  control  account    1104,  Cash   in   Treasury, 
may  be  made  on   Form   X )  are  included  with  each   form's  description  and  elsewhere  in 
Volume    II    of    the    Montana    Operations    Manual.      In   inputting  transactions,  consideration 
mus    be  given  to  these  restrictions  to  avert   the  rejection  of  documents  submitted   for   recorc 
tion. 


•  Vendor  Invoice 
•Checks 

•  Other   supporting 
documentation 


V. V. 


Usually  prepared  manually  but 
preparation  could  be  automated 
if  volume  or  other  circumstances 
justifies  this  procedure 


TRANSACTION 
DOCUMENTS 
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STATE      OF      MONTANA 
STATEWIDE    BUDGETING    AND   ACCOUNTING    SYSTEM 

TRANSFER  -  WARRA  NT     CLAIM 


A    \  THAN*.    QATI    lOot-onll p 

B  FQRM  COPE 

C  IWUT    AGENCY 

0  DOCUMENT    NUMBER       ► 


?/  IWUT    AGENCY    NAME 


PAYABLE    TO 


I  TIME   VENDOR 


SOURCE    RECORD  PREPARED 


DATA      PROCESSING       ENCODING      SUMMARY       (may  BE  kUNicODCD) 


-"" 


TAL  OP      FROM"   TRANSACTIONS  AM     ft* 


HASH    TOTAL        >> 


OF    "TO"   AND   "PROM"   TRANSACTIONS 


AuTftOttfd   SifntturifT.ti 


»  »t     R*.    7-7S 


TRANS.  OATE     tOpt.oosH 

► 

RS 

»r,'i 

STATEWIDE    BUDGETING    AND    ACCOUNTING    SYSTEM 

COLLECTION    REPORT 

B 

FORM     CODE 

►           241 

lEZZZL 

► 

c 

INPUT     AGENCY 

► 

0     DOCUMENT    NUMBER          ^ 

DATE 

► 

Mmi             J       Cot* 

/Vj/t,,, 

Negotiable   instrument!   involved  in 
a  deposit,  hereby  receipted,  are  not 
accepted  as  an  official  deposit  until 

INPUT 
AGENCY      | 

0 

TrtrtMCtion 
Description 

Limited  to  27  charecten.     Printed  with  Men  lint  appeenng  below 

»  BANK  CODE  T 

► 



TOTAL  AMOUNT  DEPOSITED        ►                                                      |nw«l  Tlilin  Inn  mi  i-n-r-n  -rrr-f 

Coda  ditact  dapoatu 

DATA        PROCESSING        ENCODING        SUMMA 

RY         /M>*V  fl£  MINKODiOl 

Hi 

• 

if 

PWC 

Entity 

Gnwii  L««t 

^ 

™ 

3 

Eapand 

eT;- 

Object 

Suoa-J.a'v  Daw 

"ft 

Vr. 

Cratftl 

■ 

•  |c  c 

1 

F 

01 

G? 

» 

. 

j, 

J2 

K1 

L 

M 

N1 

NJj  0 

I 

. 

M  * 

• 

»J  - 

D 

11 

t 

A 

nmi  i 

OMMH 

ii 

Is 

.1 

5 

J? 

"1- 
r 

■7 

iii 

TOTAL     C 

F     ALL     TRANSACTIONS            ►      |                                                           [    fl          a     •CoM.»U*d"    .*    Ml*    WuU    .»    HJgg IMI    4    — d 

AGENCY 
CERTIFICATION 

a*t*.*d    on    the    ilfchmd     T'ftw    Omoout     T^ktt    Of    r*'«ter«0    S#/>*     Depot' 
*>•*«.'    provded    **•*■"    will   'tutll    <•»   rtVi-^cr/f    record -nm  •/nov'tfi   co'hkiW    "> 

SkMHI   «ntf   ft        | 

ggM 

Form 

i' 

<•-. 

J 

e 
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«  1      TRANS.    OATf      IO«MI 

► 

•        EOBM    COOt 

► 

271 

JOURNAL    VOUCHER 

C   j      INPUT     AGENCY 

► 

► 

_    _ 

t 

D  ,    DOCUMENT    NUMBER 

,;v-*i  s*  v,  ,.y  *    ■■?;*  . 

NAME  Of 

INPUT   AGENCY         * 

Ik) 

*              -            » 

U) 

»       OIK.       » 

'..' 

-   -«      1      MM,..      1        oo.     No 

1     1 

U.iC«.»l    «,o. 

Reason  *or  Journal   Voucher    Check   <»}  on*      E  *pta.n  below 

qu.rett 

; 

0 

T.anwction  Description 

► 

i/Af/7    '0   JO  CHAPACTCHS    INCLUDING  SPACIS 

DATA      PROCESSING       ENCODING       SUMMARY        may  Bf  UINICOOCOI 

Mi 

1 

E 
| 

I 

i 

i 

t<t 

»_ 

GanaraJ  LaOgar 
Control  Account 

T,*nCr 

.— 

Oct*. 

'[ 

E.prnd 

Iti-ow 

im> 

SubtxJ.atv  r>t*  i 

2 

D*b.i 

Own 

\  j 

2 

1 

C 

D 

E 

f 

Gl 

G2       |                           m 

, 

j, 

n 

K1 

M 

Nl 

n: 

3 
1 

b 

? 

•• 

1 1* 

1 1  °  1 1 

HctwPI 

Id 

A 
Po»  Dauik 

•!! 

[  if 

F   1° 

litf 

ALL   IB* 

NSACTlONS       » 

Record  "Conttnuad"   m  total   block    i*   tupp  »mtnt   if  utad" 

CERTIFICATION.     /  certify  thei  th.s  request  it  m  ecco'dence  with  present  tftutet  end 
regu'sttons  governing  the  eipendnure  end  control  of  ttete  funds     The  ection  requested 

A„;rio<,c«>  Sa-ntu,* 

am 
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STATE      OF      MONTANA 
STATEWIDE    BUDGETING    AND    ACCOUNTING    SYSTEM 

ENCODING  SUMMARY  SUPPLEMENT 

A   1     TRANS.   DATE  tOo*-<W)          ► 

0  i    DOCUMENT  NUMBER        F 

DATA       PROCESSING       ENCODING       SU 

Mil 

IARY       (MAY  »t  MINICC 

• 

I! 

i     fi*ct»d 

a™ 

Control  Account 

t'a^LT 

- 

Crnt* 

J 

°T 

i  "'■'""• 

Sut»«l-*v    Drt.-I 
Lrdop.   Account  No 

¥ 

ll 

: 

f>b.l 

C'Ml.t 

A 

1   c. 

D           E 

» 

Gl 

CJ 

H 

1 

j| 

a 

Kl 

Nl 

v: 

- 

-• 

1 

B 

*" 
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D 

E 

l 

I 

c 
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.',, "' 

f 

E 

HMMMnt* 
Octafe 

i 

l" 

L 

M 

J 

« 

u 

I 

- 

% 

1                      ! 

TOTAL  OF  ALL  TRANSACTIONS        ► 

D ■  r  M  Ml  Mat  *  MM  »■*»— 1  «  «•* 
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Each  financial   record  and  report  presently  produced  by  the  Statewide  Budgeting 
and  Accounting  System  will  be  analyzed  during  this  training  class.     Without  discussing  all 
applicable  detail,  each  financial   record  or  report  will  be  traced  forward  from  transaction 
documents  and   inter-relationships  will  be  identified. 
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Financial  Records 


Financial   records  produced  by  the  Statewide  Budgeting  and  Accounting  System 
are  divided  into  three  groups: 

•  Registers  -   Books  of  original  entry. 

•  Control    Ledgers  —  The  heart  of  the    accounting-budgeting  system. 

•  Subsidiary  Control  and   Detail    Ledgers  -  Providing  needed   information 
.  and  further  subdividing  certain  control  accounts. 

This  portion  of  the  training  class  will  analyze  the  various  financial  reports  in  the 
order  indicated  above. 
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398-399  Registers 


Registers  serve  to  permanently  capture  information  contained  on  transaction 
documents  and  to  inform  users  regarding  transactions  recorded  in  the  System. 

The  Document  Control  Log  (Form  398)  is  provided  to  facilitate  tracking  at  the 
document  level.  Generally  speaking,  vouching  to  verify  that  the  document  has  been 
captured  is  usually  sufficient. 

The  Register  of  Transactions  by  Accounting  Entity  (Form  399)  shows  detailed 
transactions  recorded  on  behalf  of  a  particular  accounting  entity  during  a  given  month. 
The  Register  has  column  headings  corresponding  with  the  source  document  encoding 
fields  A  —  N.  In  essence,  a  Register  constitutes  a  "mirror  image"  of  the  source 
document  transactions  (after  any  MiniCoded  transactions  have  been  exploded)  affecting 
a  particular  accounting  entity.  The  Registers  serve  as  the  System's  foundation  because 
all  data  recorded  thereon  is  distributed  throughout  the  remainder  of  the  System's 
financial  records  and  reports. 

The  Register  (Form  399)  shows  detailed  transactions,  sorted  by  control  account 
(first  by  debit  and  then  by  credit)  and  sub-totaled  by  form  code. 
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411-  General   Ledger 


The  General    Ledger  reports  the  beginning  balance,   monthly  financial  activities 
(referencing   source  documents),   and  the  ending  balance  of    the    general   ledger  control 
accounts — which  identify  assets,   liabilities,  budgetary,  fund  balance  and  nominal  account 
activities,  within  each  accounting  entity/agency  subdivision.      The  General    Ledger  provides 
the  "grand  totals"   to  which  all  subsidiary  records  and   related  reports  must  agree.     Informa- 
tion regarding  the  overall   financial  condition  of  an  accounting  entity   is  extracted   from  the 
General    Ledger. 

The  General   Ledger  is  provided  in  two  formats: 

•  NON-CONSOLIDATED 

•  CONSOLIDATED 

A  consolidated  General    Ledger   is  provided  whenever  more  than  one  agency  con- 
ducts financial  operations  through  the  same  accounting  entity.     The  consolidated  General 
Ledger   is  only   provided   to  the  agency  administering  the  accounting  entity  involved.      It 
represents  the  aggregate  of  all  financial  activities  within  the  accounting  entity,  disregarding 
subdivisions. 

The  General    Ledger   is  posted  at  the  end  of  each   month.     However,  certain  General 
Ledger  Control  Accounts  are  updated  daily.     Because  of  the  encoding  technique  utilized   in  the] 
System,  the  General   Ledger  cannot  get   "out  of  balance." 
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421-  Appropriation  Control 

Ledger 


The  Appropriation  Control   Ledger  reports  to  the  agency  administering  the  appro- 
priation, the  details  of  all  transactions  input  against   legislative  or  executive  appropriations 
(spending  authorizations)  and  the  resultant  balance      The  five  columns  reflected  on  this 
report  are: 

AUTHORIZED   -   ENCUMBERED    -   PRIOR   YEAR   EXPENDED    -   CURRENT   YEAR   EXPENDED   =   BALANCE 

The  Appropriation  Control   Ledger   is  a  vital  record.      It  serves  to  establish  spending 
authorizations  in  SBAS  and  reports  the  status  of   that  authority. 

The  Appropriation  Control   Ledger  is  updated  on  a  transaction  basis  and  the  five 
balance  columns  are  affected  by  the  type  of  entry  made  to  permitted  general   ledger  control 
accounts  as  shown  on  the  document  and  described   in  MOM. 

The  balances  in  the  Appropriation  Control    Ledgers  always  agree  with  the  balance 
in  the  various  control  accounts  to  which  they  actually  constitute  a  subsidiary   (except 
the  balance  column). 

Transaction  Code 

Transaction  codes  are  extracted  from  the  ICC  general  ledger  control  account 
file  and  are  based  on  debit  or  credit  entries  to  specified  general  ledger  con- 
trol accounts. 


COLUMN   NUMBER      1  -5 
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422-  Revenue  Estimate 

Control  Ledger 


The  Revenue  Estimate  Control  Ledger  reports  to  the  administering  agency  the 
details  of  all  transactions  input  against  a  revenue  estimate  (collection  responsibility)  and 
the  resultant  balances  in   four  columns: 

ESTIMATED    —    PRIOR    YEAR    COLLECTED    -    CURRENT    YEAR    COLLECTED    =    BALANCE 

The  Revenue  Estimate  Control    Ledger   is  also  a  vital   record.      It  serves  to  establish 
revenue  collection  responsibilities  and  reports  the  status  of  collections  against  that 
responsibility.     To  emphasize  the  importance  of  this  element  of  our  financial  activities, 
bear   in  mind  that  spending  authorizations  are  dependent  upon  revenue  collections. 
If  anticipated  amounts  are  not  collected,  spending  authorizations  will  probably  have  to  be 
reduced. 

The   Revenue  Estimate  Control    Ledger   is  updated  on  a  transaction  basis  and  the 
four  balance  columns  are  affected  by  the  type  of  entry  made  to  permitted  general 
ledger  control  accounts  as  shown  on  the  document  and  described   in  MOM. 

The  balances  in  the  Revenue  Estimate  Control  Ledgers  always  agree  with  the 
balance  in  the  various  control  accounts  to  which  they  actually  constitute  a  subsidiary 
(except  the  balance  column). 


Transaction  Code 

Transaction  codes  are  extracted  from  the  ICC  general  ledger  control  account 
file  and  are  based  on  debit  or  credit  entries  to  specified  general  ledger  control 
accounts. 


column    1  -4 

EFFECT:     8  =  + 
9=- 


X 

X 

X 

X 

t 

t 

T 

t 

! 

6-17 


«  <s 


01 


in  in  S 

0  ci  <ni  oS 

cm  in  r»  « 

in  cm_  oo  to 

01  O")    CO  CO 

o  ro  po  rt 


SKIC  V  <-  «- 

«  *  o>  r*  r* 

t«     o>  <p  r^  b  6 

en     r*  »t  cm  in  in 


< 
S  ui 

O 


§0000 
OOOO 


»-      5 


i      5 

2     IS 


OOOO 

6600 

OOOO 


<f    «   9    « 


0>  0>   0>   O) 


U.   D 

O  2 

.     LU 

0  tt 

Q 

< 

^ 

+ 

U. 

O 

z  « 

r- 

O  i" 

0. 

fez 

OOOO 

co  co  co  co 

10  10  10  (D 


+    +  +    + 


gSgiS 


1        u. 


u  CC 
O   CO 

a  z 


to   CO   01   o 


< 


OOOO 

in  in  in  in 
in  in  in  in 


S  w 


">  LL 


|v  i>»  1-  p»       z 

<M    N    N    (V  < 


z 

z 

CO 

CO 

CO 

CO 

z 

r~ 

r> 

r~ 

r^ 

8 

pi 

6 

10 

0 

CM 

rjj 

UJ 

CO 

CO 

2R 

CO 

6-18 


423- Reverted  Appropriation 

Control  Ledger 


The  Reverted  Appropriation  Control  Ledger  reports  to  the  agency  administering  the 
appropriation,  the  details  of  all  transactions  input  against  legislative  or  executive  appropriations 
(spending  authorizations  balances  available  for  qualified  disbursement  activity,  in  the  year 
subsequent  to  the  year  of  initial  establishment)  and  the  resultant  balance.  The  three  columns 
reflected  on  this  report  are: 

AUTHORIZED  -  ADJUSTMENTS  =  BALANCE 

The  Reverted  Appropriation  Control  Ledger  is  a  vital  record.  It  serves  to  establish 
spending  authorizations  in  SBAS  and  reports  the  status  of  that  authority. 

The  Reverted  Appropriation  Control   Ledger  is  updated  on  a  transaction  basis  and  the 
three  balance  columns  are  affected  by  the  type  of  entry  made  to  permitted  general  ledger 
control  accounts  as  shown  on  the  document  and  described  in  MOM. 

The  balances  in  the  Reverted  Appropriation  Control   Ledgers  always  agree  with  the 
balance  in  the  various  control  accounts  to  which  they  actually  constitute  a  subsidiary  ledger 
(except  the  balance  column). 
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511-526  Subsidiary  Detail 

Ledgers 


A  subsidiary  detail  ledger  serves  to  itemize  the  contents  of  a  particular  asset  or  liability 
control  account  to  which  it  is  subordinated.  For  example:     a  control  account  indicates  that 
a  total  of  $300  is  due  from  customers  and  the  subsidiary  identifies  the  individual  customers 
involved  (Customer  A:     $150,  Customer  B:     $95;  Customer  C:     $55)  and  the  detail  of  the 
month's  activities  (charges,  payments  and  adjustments)  for  each  customer. 

Any  asset,  liability  or  fund  balance  account  can  be  provided  with  a  subsidiary  detail 
ledger.  Presently,  subsidiary  detail  ledgers  are  provided  for  the  following  general  ledger  control 
accounts: 


CONTROL  ACCOUNT 


Assets 


517 
522 


SUBSIDIARY   DETAIL  LEDGER 

Cash  in  Treasury  Detail   Ledger 

Cash  with  Trustee  Bank  Detail  Ledger 


512  Detail   Ledgers 


Liabilities 
2101 
2102 
2301 
2305 
2504 
2506 
2516 
2601 

Resources 
6102 
6201 
6604 
7101 


519  Accounts  Receivable  —  Dishonored  Checks  Detail   Ledger 

518  Notes  Receivable  Detail   Ledger 

524  Student  Loan  Principal  Cancelled  Detail   Ledger 

526  Investments  Administered  By  Agencies  Detail  Ledger 

51 1  Budgeted  Encumbrances  Detail  Ledger 

510  Non-Budgeted  Encumbrances  Detail   Ledger 

518  Advances  Detail  Ledgers 


513  Accounts  Payable  Detail   Ledgers 

515  Accrued  Expenditure  Detail   Ledgers 

520  Accountability  for  Property  Held  in  Trust  Detail   Ledger 

516  Uncleared  Collections  Detail  Ledger 

521  Pension  Accumulation  Fund  —  PAF  Detail   Ledger 
523  Long  Term  Debits  Payable  Detail  Ledger 

591  Cash  in  Demand  Accounts  Detail  Ledger 

592  Cash  in  Time  Accounts  Detail   Ledger 
518  Purchased  Warrants  Clearing  Detail   Ledger 

593  Accountability  for  Cash  in  Treasury  Detail   Ledger 
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The  various  subsidiary  detail  ledgers  are  identical  in  concept.  Names  are  changed 
in  the  header  as  required  but  all  detail  is  reported  in  the  same  fashion.  Accordingly,  a 
discussion  of  one  subsidiary  detail  ledger  is  basically  applicable  to  all  subsidiary  detail 
ledgers. 

A  separate  subsidiary  detail  ledger  is  produced  monthly  for  each  control  account 
within  an  accounting  entity,  as  subdivided  by  a  record  for  agency,  for  which  a  subsidiary 
detail  ledger  is  provided. 
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Financial  Reports 


All  financial  reports  produced  by  the  Statewide  Budgeting  and  Accounting  System 
are  derived  from  data  recorded  in  the  financial  records  Further,  the  amounts  included  in 
the  financial  reports  must  agree  with  those  included   in  the  financial  records. 

Financial   reports  are  divided   into  three  groups: 

•  Receipts  (revenue— income)  only 

•  Disbursements  (expenditure— withdrawals)  only 

•  Receipts  and  Disbursements  (combined) 

•  General 

The  analysis  contained  herein   is  arranged  accordingly. 
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613-  Revenue  Estimate 

Status   Summary 


Form  613  reports  the  status  of  each  revenue  estimate  assigned  to  an  agency  for 
administration  by  revenue  estimate  number  ana  secondarity  identifying  applicable  revenue 
identification  codes. 

Form  613  is  designed  to  permit  the  top  management  within  an  agency  tc 
review  the  status  of  revenue  estimates  and  spot  problem  areas  wherein  collections  may  not  be 
progressing  in  step  with  elapsed  time. 
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632-  Receipt  Summary  by 
Accounting  Entity  Report 


Form  632  provides  a  detailed  summary  of  all  revenue  or   income  collected   in 
behall   of  an  accounting  entity  during  prior  year   (under  special  conditions),  current  month 
and   total-to-date. 

The   Receipt  Summary  by  Accounting   Entity   Report   is  prepared  only  for  the 
agency  assigned   to  administer  the  applicable  accounting  entity.     Although  an  agency  may 
have  collected,  deposited,  and  had  the  transaction  recorded   for   it;   if  that  agency  is  not 
the  accounting  entity's  administering  agency,   it  will   not  automatically  receive  a  copy  of 
Form  632 

Form  632  reports  net   collections   (collections  less  refunds)  without  regard   to 
whether  or   not   the  collections  or  refunds  are  subject   to  budgetary  control.     As  a   matter 
of  fact,  revenue  estimates — when  applicable — are  not   identified. 

Note  that   this  report    is  not  budget   oriented.      It   is  a  detailed   revenue-income 
accounting  report  and  combines  budgetary  with   non-budgetary  transactions  and  concentrates 
primarily  on  agency  objects  of  revenue. 
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631-  Receipt  Summary  by 
Agency   Report 


In  addition  to  reporting  net  collections  by  accounting  entity,  financial  managers 
may  be  concerned  with  the  net  amounts  collected  by  an  agency.  Form  631   is  designed  to 
satisfy  this  information  need.  The  report  includes  prior  years,  current  month  and  total-to-date 
information  detailed  primarily  by  agency  objects  of  revenue  and  secondarily  acknowledging 
statewide  revenue  classifications,  accounting  entities  and  revenue  estimates  (if  applicable). 

Note  that  this  report  is  not  budget  oriented.  It  is  a  detailed  revenue— income 
accounting  report  and  combines  budgetary  with  non-budgetary  transactions. 
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62 J-  Appropriation  Status 

Summary 


Form  623  reports,  in  summary,  the  condition  of  each  appropriation  assigned  to  an  agency 
for  administration. 

Form  623  lists  appropriations  numerically— ascending  after  first  identifying  the 
accounting  entity  to  which   they  have  been  assigned.      In  addition  to  numbers,  the  report 
shows  the  appropriation's  name;  program  restriction;  expenditure  restriction;  the  five  balances 
(authorised,  encumbered,  PY  expended,  CY  expended,  and  balance);  and  the  percent  com- 
mitted  (encumbered,  expended)   to  date.     The  percentage  committed  can  be  compared  with 
percentage  of  elapsed  time  to  evaluate  the  condition  of  each  appropriation. 

In  summary,   Form  623  provides  top  management  with  a  consolidated  reference 
source  conceding  an  agency's  appropriations. 
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625- Daily  Appropriation 
Control  Status 


Reports  to  the  Accounting  Division  the  balances  relating  to  each  appropriation  after 
each  day's  run.     Agencies  may  call   the  Accounting  Division  to  get  daily  information  regarding 
the  balance  of  appropriations  they  administer.     Also,  the  Accounting  Division  may  contact  an 
agency  whose  appropriation  appears  to  be  running  prematurely  short. 
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624-  Encumbrance  Detail  by 

Appropriation  Report 


All  encumbrances  (budgeted)  are  recorded  in  a  subsidiary  detail  ledger,  Form  511,  and  the 
Appropriation   Control    Ledger   (421).     The  subsidiary  detail    ledger  groups  encumbrances  bal- 
ances by   Record   For  Agency  and  accounting  entity  and  reports  balances  and   monthly  activities 
numerically  by  the  subsidiary  detail   ledger  account   number.     The  Appropriation  Control   Ledger 
lists  the  total  amount  encumbered  against  a  particular  appropriation. 


The  Encumbrance  Detail   by  Appropriation   Report,   Form  624,  bridges  the   informa- 
tion gap  by  reporting  the  detail  of  each  Appropriation  Control    Ledger  s  "Encumbered" 
column  through  reference  to  the  applicable  encumbrance  subsidiary  detail   ledger  account  file. 
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646- Report  of  Prior  Year 
Disbursement   Adjustments 


All  adjustments  to  prior  year  disbursements  via  Control  Accounts  5208  —   Prior 
Year   Expenditure  Adjustments  and  5209  —  Prior   Year  Withdrawal  Adjustments  are  detailed 
on  this  report.     This  is  the  only  report  that  provides  detail   reporting  of  prior  year  adjustments 
to   Record   For  Agencies. 
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663 -Program  Report 


The  Program  Report  provides  in  a  three  (3)  part  format,  financial  information 
relative  to  a  given  program. 

PART  A  reflects  disbursement  data  (including  budgetary  information  where 
applicable)  for  a  given  program  detailed  by  first  level  object  of  expenditure  code. 

PART  B  reflects  disbursement  data  for  a  given  program  summarized  by 
source  of  funding  (accounting  entity  and  appropriation). 

PART  C  reflects  disbursement  data  for  a  given  program  detailed  by  responsibility 
center. 
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664^  Function  Report 


The  Function  Report  provides  the  capability  to  cross  agency  lines  and  gather 
all  costs  related  to  each  of  the  seventeen  (17)  functions  of  State  government. 

This  report  is  prepared  annually  for  the  Office  of  Budget  and  Program 
Planning  and  to  assist  the  Accounting  Division    (Department  of  Administration)  in 
preparation  of  annual  financial  statements. 
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661  ~  Responsibility  Center 

Financial  Report 


The  Responsibility  Center   Financial   Report  provides  in  a  five  (5)   part  format, 
financial   information  relative  to  a  given  responsibility  center. 

PART  A  -  Object  Summary,   reflects  the  summarized  activity  by  object  of 
revenue  and  object  of  expenditure,  and  compares  the  activity  to  budgets,  where  applicable. 

PART  B  -  Balance  Forward,  compares  (where  appropriate)   the  total   income  to 
the  total  expense  and   indicates  an  ending  balance. 

PART  C  -   This  Months   Transactions,   reflects  (individually)   the  month's  transaction 
details  by  object  code,   form  code,  document  number,  transaction  date  and  reference,  and 
the  type  of  activity  -  budgetary  or  nominal. 

PART  D  -  Encumbrance  Balances,   lists  encumbrance  SDL's  at  the  object  code 
budget   level.   For  each  encumbrance,  a  beginning  balance,  current  month  transactions 
affecting  the  balance  and  an  ending  balance  are  shown. 

PART  E  -  Funding  Summary,  reflects  total  income  and  expense  (along  with 
correlary  budgets  where  applicable)  by  revenue  estimate/appropriation  and/or  accounting 
entity. 
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RESPONSIBILITY  CENTER  FINANCIAL  REPORT 
BUDGETED  INCOME/BUDGETED  EXPENSES 


CONDITIONS: 

1.  Personal  Services  budgeted  at  level  1. 

2.  Operating  Expenses  budgeted  at  level  2. 

3.  Multiple  funding. 

4.  No  balance  forward  specified. 
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662 '-  Reporting  Center 

Financial  Report 


The  Reporting  Center  Financial  Report  provides,  in  a  three  (3)  part  format, 
financial  information  for  each  center  that  is  designated  to  report  to  a  given  reporting 
center. 

A  reporting  center  may  receive  data  from  responsibility  centers  as  well  as 
other  reporting  centers. 

PART  A  -  Summary  of  Centers,  reflects  a  summary  of  the  financial  status  of 
each  of  the  centers  that  report  to  a  given  reporting  center. 

PART"  B  —  Object  Summary,  reflects  the  financial  status  of  a  given  reporting 
center,  detailed  by  object  of  revenue  and  object  of  expenditure,  and  includes  budget 
amounts  if  applicable. 

PART  C  —  Funding  Summary,  reflects  for  a  given  reporting  center  the  total 
income/expense  as  compared  to  budget  for  each  appropriation/revenue  estimate  and/or 
accounting  entity. 
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REPORTING  CENTER  FINANCIAL  REPORT 


The  following  Reporting  Center  Financial  Report  combines  three 
Responsibility  Center  Reports:     201,  202  and  203. 
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651-  Daily  Cash  Position  Report 


The  Daily  Cash   Position   Report   indicates  the  balance  of  each  accounting  entity's 
Cash   in  Treasury  account  after  each  day's  run.     Agencies  may  call  the  Accounting  Division   for 
information  regarding  the  cash  balance  of  accounting  entities  administered  by  them.     Also  the 
Accounting  Division   may  contact  an  administering  agency  regarding  an  exceptionally   low  cash 
balance. 
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655     Daily    Transaction 

Listing 


The  Daily  Transaction   Listing  provides  a  daily  printout,  by  Record   For  Agency,  of 

each   line  of  transaction  as  encoded  on  the  various  input  documents,  grouped  by  form  code. 

This  listing  should  be  used  by  agencies  to  vouch  documents  input  to  the  system  on 
a  daily  basis. 
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